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GENERAL ACCOUNTING

Overview

The General Accounting class is designed for users who query the Accounting Journal, cash account
balances, balance sheet and COA data for agencies. The course focuses on the activities required to
understand the basics of accounting and internal transfers, transfers within the agency and between
agencies.

Objectives Overview
= Utilize the Accounting Journal to find accounting transactions.

= Find (query) a cash balance, balance sheet and budget using AFIS and “drill down” to determine
the transactions that make up the balances.

= Review, research and record Internal Purchase Orders (IPO)

= Record internal transfers between and across state agencies by using an Internal Exchange
Transaction (IET), Internal Transaction Initiator (ITl) and Internal Transaction Agreement (ITA).

= Research general balance and accounting reports in InfoAdvantage.

= |nthe Overview section, provide a brief overview of what the learner can do with the quick tip
provided in this document, or explain how the tip will be beneficial.

General Accounting Basics

Learning Objectives
In this lesson, you will:

= Review basic information related to General Accounting

= Research activity in the Accounting Journal

Lesson Overview

General Accounting focuses on processing internal accounting transactions and other miscellaneous
transactions. AFIS records all transactions by creating, submitting and approving documents. Once
documents are submitted and approved, they update AFIS tables and query pages.

The field of accounting is often thought of as a set of complex business rules and endless numbers. It
doesn’t have to be. Accounting, at its heart, is actually a set of very simple concepts and principles.
Once you understand the basics of accounting, you will be able to grasp just about any business or
accounting concept.
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This section of the General Accounting course explains the Fundamentals of accounting like identifying
balances, transactions and journal entries. Essentially, the basics section will give you an understanding
of the general accounting terms and queries that are building blocks for your accounting knowledge.

Event Types, Posting Codes, Functions, and Accounting Templates
This section will explain AFIS concepts and terminology to provide an understanding of the Fundamental
concepts of a transaction

Event Types

An AFIS event type code triggers a business process. In other words, the code tells the system what to
do. A common event type used in General Accounting is INZ1. When this event type is used, you are
telling the system you want to make an internal transfer.

All documents have default event types. Default event types mean when you process a document the
most common event type for that document will be populated in the event type field. For example,
when you request money from another agency and create an interagency transfer document, the
system will default to the event type INZ1. If you need to change the event type, you can do so by using
the Picklist. The Picklist gives you the ability to choose all allowable event types by clicking the green up
arrow.

Posting Codes

In accounting, for a transaction (such as an Internal Transfer) to balance, an account needs to be debited
and an account needs to be credited. These amounts need to balance or be equal. We’ve talked about
event types telling the system what to do. The advantage with AFIS is when the event type is selected
and the accounting line information is entered, AFIS knows what to debit and what to credit. This
information is called the posting pair and is shown on the document in the Posting area. The event type
triggers the posting code so you do not need to populate the posting code area.

For example, if you are transferring money to another agency, a particular account will be debited and
another one credited. The posting code is populated based on the event type.

Accounting Lines
In the simplest sense, accounting refers to the bucket (or buckets) of money from which charges will be
paid. The Accounting Lines provide very specific information to AFIS on which bucket to access.

Functions and Accounting Templates

In AFIS, document data entry requires that accurate information be entered in order for the process to
be efficient. There are two tools that help reduce both the time required to complete data entry and
the number of errors committed in the process:

=  Function and Function Inference
= Accounting Template

A Function (FUNC) code can be set up in AFIS to autofill particular elements such as an Appropriation
Unit, Task, Fund, etc. Once the Function is created, a Function Inference (FUNCINF) will need to be setup
to infer additional Chart of Account (COA) elements. The COA elements are inferred upon validation of
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the document. Keep in mind that a Function uses a hard inference meaning that if you select the
Function and then change an element that was inferred from the Function Inference table, such as the
Appropriation Unit, the Function Inference will override that element when the document is validated or
submitted. Many functions are already set up for agencies, meaning less data entry and fewer errors
than manually entering all data.

Functions are the preferred method of accounting data entry because they are less susceptible to error
than the Accounting Templates or manual entry.

The Accounting Template (ACTPL) table allows an authorized user to create a template of COA elements
with a unique name for identification. The difference between an Accounting Template and Function is
the Accounting Template has a soft inference meaning the template will pre-fill the COA elements but
does not override any changes to the pre-filled data when validated.

Function versus Template: WAFIS
Comparison of Capabilities

Function

(preferred method of use) Template

® |z an AFIS Chart of Account Element = |s an AFIS Chart of Account

that automatically completes many Element that automatically
fields, reducing errors completes many fields, reducing
2rrors

= Currently sel up for most recurring = Autormatically compleles but does

expendifures not override other AFIS Chart of
= |5 g budgetary requirement for some Account fields

transactions = Used for specific purposes which
®  Function Overrides other AFIS Chart differ between agencies

of Accourtt flelds

Y\

A Locate data in Function Inference Table

Scenario
You want to see what fields are auto-filled or populated when a Function is entered.

Login to the AFIS Home Page. Search for the Function Inference Table.

1. Inthe Jump To field, enter FUNCINF

GAFIS - internal use only ADOA-GAO  9/01/2019 General Accounting 6
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N

A search box appears. You can search by Fund, Department or other fields. Enter the Function
from your student data card. Remember, you can also use the pick list to find the function

3. Click Select. The Function Inference information appears
4. Click Next to scroll through the different pages of the Accounting Journal

Review the COA data. Every time this Function is entered the COA data displayed will populate.

N

f Create a Function

Scenario
Create a Function and Function Inference for your agency.

Login to the AFIS Home Page.
Create the Function
1. IntheJump To field, enter FUNC. The functions appear
2. Click Insert
3. Enter Fiscal Year from your student data card
4. Enter Department from your student data card
5. Enter Function from your student data card
6. Enter Student (your student number) in Name

7. Enter Student (your student number) in Short Name. Make sure active and budgeting boxes are
checked

8. Click Save
Create a Function Inference
1. Inthe Jump To field, enter FUNCINF. The functions appear
2. Click Insert
3. Enter Fiscal Year from your student data card
4. Enter Department from your student data card
5. Click the pick list in Function field
6. Select the Function created in Step A.
7. Enter Fund from your student data card
8. Enter Appropriation Unit from your student data card

9. Enter Unit from your student data card
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10. Enter Task from your student data card.

11. Click Save.

An accounting journal is an electronic record of financial transactions with detailed information within
AFIS. The Accounting Journal holds all the accounting transactions for the State of Arizona. It is accessed
by using the AFIS page code: JACTG. A few key details that are recorded on the Accounting Journal are:

= The debit and credit amounts
=  The COA elements debited and credited
= The date of the transaction

=  The document code and ID

Additional journals exist in AFIS that are subsets of the Accounting Journal and have certain types of
accounting transactions that post to them. These additional Journals, such as the Cash Journal (JCASH)
and Budget Journal (JBUD), allow for smaller subsets of accounting data to be used in research and

reports.

User accesses the
Accounting Journal to
view the details of

the posting

AFIS posts the
accounting
information to the
Accounting Journal

AFIS user enters a

transaction (pays a
bill, records a

receivable, etc.)

Users have access to the Accounting Journal (JACTG) to query accounting transactions created in AFIS.
The Accounting Journal is likely to be the most frequently used journal in AFIS. The Accounting Journal
has a large amount of data; therefore, a search screen will immediately pop up to require you to limit
the amount returned. You can query by many different fields including Department, Fund, and

Appropriation Unit or posting code. To query the Accounting Journal, enter search criteria to limit the

debit/credit lines returned.
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2 Search - Internet Explorer - o HEN|
2 finance.az.gov/webapp/FINTRAINZ/advantage/AMSImages/Empty. hitm
J—
Run Tm : s | Revenue :
Doc Record Date : N BSA :
Fizcal Period : Activity :
Search Fiscal Year : Major Program :
criteria is Budget FY : Program :
entered to - Posting Code : Phase :
narrow down Department : 100 Program Period :
results Fund: 9000 Doc €D :
Appr Unit: 100000 Doc Dept :
unit : Doc 1D :
Function : Vendor Customer : |
.- Object :
Ok Clear Cancel

The Accounting Journal returns documents based on your search criteria. It could be narrowed by
Document Type, Fund, date, etc.

The Accounting Journal will return documents in run time order but you can click on the header to sort
differently. If a header is sortable then it will be underlined. Therefore, on the Accounting Journal, you
can sort by Run Tm, Doc Pstng Ln, Dr/Cr or Psting Am.

Welcome, Training 2

Training2 - Financial Accounting Journal

Message Center
Click on Headers to sort results

Search

History Run Tm Document Doc PstngLn DriCr Pstng Am

Favorites v 02014 CROTUUINS TRUCTUR — ($719.2£3)
10/07/2014 CR.O00INSTRUCTOR.1 1 D £715.23

Administration 10/07/2014 CRA0O0INSTRUCTOR-A1 1 C ($715.23)
10/07/2014 CRAOCINSTRUCTOR-A1 1 D £715.23
10/08/2014 CR,101,STUDENT 1-A1 1 C ($715.23)
10/08/2014 CR.101.STUDENT 1-A1 1 D £715.23
10/08/2014 CR,101,STUDENT 1-A2 1 D £715.23
10/08/2014 CR.101.STUDENT 1-A2 1 C ($715.23)
10/09/2014  1PO.100,141007000002 .1 1 D $199.99
10/09/2014 1PO,100,141007000002 1 1 C ($199.99)

First Prev Next Last Download

Copy Seach @k

4 Calculate Total  Calculated Amount :

You can also download the Accounting Journal transactions by clicking the download button which will
allow you to download to an Excel Spreadsheet. When downloading, there is a limit to the number of
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fields (5000). When reached, the system will stop downloading any additional records. You will need to
narrow the criteria or run a report from InfoAdvantage.

10/24/2014 MD.100.INST 1-4.5.1 4 C ($53,340.00)
10/24/2014  MD100,INST 1 -4.5.1 3 C ($53,340.00)
First Prev Mext Last Download

N

—

Find a Transaction in the Accounting Journal

Scenario
Your agency wants to find the transactions posted for your Fund in Budget Fiscal Year 2015 for your
Department. Download the transactions to an Excel spreadsheet.

Login to the AFIS Home Page. Search for the transaction
1. Inthe Jump To field, enter JACTG
2. Inthe search box enter the Department from your student data card and 2015 in Budget FY field
3. Click OK. The transactions from the Accounting Journal appear
4. Click next to scroll through the different pages of the Accounting Journal
Download the transactions

1. Click the Download button. A window appears that reads, do you want to open or save
JRNL_ACTG.slxs from finance.az.gov?

2. Click Open

3. An excel spreadsheet opens, displaying the transactions. You can now save this spreadsheet
and/or manipulate the data as you need it to display

SGAFIS - internal use only ADOA-GAO  9/01/2019 General Accounting 10
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General Accounting Queries

Learning Objectives
In this lesson, you will:

=  Review basic information related to General Accounting

= Research activity in the Cash Balance Query, Balance Sheet Query and Expense Summary Query.

Lesson Overview

In simple terms, a query is asking the system for information. The AFIS system provides a number of
guery pages that display current balances for cash, Funds and Balance Sheet Account (BSA) balances.
The query pages include a Drill Down (magnifying glass) icon enabling the user to view more details
about the amounts displayed on the page

The cash balance is the total amount of cash in a Fund or Fund/Sub Fund combination. It is calculated by
adding all deposits to the beginning balance and deducting all disbursements or payments made.

Net cash balance can be positive, if cash is available or negative if the account has been overdrawn and
cash is not available. There are several query pages that can be used to research Cash Balance
information: The Cash Balance Summary Query (CBALSQ), Cash Balance Summary Query (CBALDQ) and
Cash Journal (JCASH).

Before you query for a cash balance, what exactly do each of these areas mean?
Fund — A Fund is an accounting entity established to track money that is collected and disbursed for a
specific purpose. A Fund emphasizes accountability rather than profitability. The State of Arizona has
many Funds set up to account for everything from highway projects to federal grants.

Cash Balance — The current available cash balance amount.

Pending Increase Non-Cash — This amount represents updates made by Pending documents with a non-
cash increase posting code. An example might be the buyer portion of an Internal Exchange Document
or a Receivable.

Pending Decrease Non-Cash — This amount represents updates made by Pending documents with a
non-cash decrease posting code. An example might be the seller portion of an Internal Exchange
Document or a payment request (GAX).

Pending Increase Cash — This amount represents updates made by Pending documents with a cash
increase. A receivable is a good example of this.

Pending Decrease Cash — This amount represents updates made by Pending documents with a cash
decrease. A manual or manual disbursement is an example of this.

Accepted Increase Non Cash — This amount represents updates made by Final documents with a non-
cash increase posting code.

SGAFIS - internal use only ADOA-GAO  9/01/2019 General Accounting 11



AFIS MANUAL:

Accepted Decrease Non Cash — This amount represents updates made by Final documents with a non-
cash decrease posting code.

Adjusted Cash Balance — This amount is a complicated formula but basically it takes into account
everything that is pending or outstanding. Think about your personal checking account, you have a
balance then you have checks outstanding (pending) and deposits pending. The adjusted cash balance
takes into account all of these items to give you your working or your adjusted cash from which you can
make future payments.

Cash Balance Minimum — The minimum cash balance is the required balance for the Fund. The default is
zero.

Available Cash Balance — The adjusted cash balance minus the cash balance minimum.

This is the basic information of the Cash Balance Summary query (CBALSQ) but if you want to see more
detailed information regarding the balance (at the Fund and Sub Fund level) then the select the
hyperlink Cash Balance Detail.

Cash Balance Summary Query (CBALSQ)

The Cash Balance Summary Query (CBALSQ) page displays current balances and cash tracking totals for a
Fund. When an accounting transaction updates the Cash Balance Detail, the Cash Balance Detail updates
the Cash Balance Summary.

SGAFIS - internal use only ADOA-GAO  9/01/2019 General Accounting 12



AFIS MANUAL:

Cash Balance Summary

Users can Fund Name Cash Balance  Adjusted Cash Balance Available Cash Balance
check the 0001 $0.00 $0.00 $0.00
—» . 1000 GENERAL FUND  $241,886,101.81 $241,886,101.81 $241,886,101.81
box next to 1234567 System Test $0.00 $0.00 $0.00
the Fund to 12345678 System Test $0.00 $0.00 $0.00
generate 1300  GNRL FIXD ASSET $0.00 $0.00 $0.00
the data 1600  CAPITAL OUTLAY $0.00 $0.00 $0.00
and 8000 Training Work $5.991.78 $5.991.78 $5991.78
balances 9000 Instructor $7.880.96 $20,352.11 $20,352.11
particular 9001 Student 1 $65,607 91 $65.607 91 $65,607.91
Fund. 9002 Student 2 $38228 76 $38,228.76 $38,228.76

First Prev Next Last
Fund : 1000
Cash Balance : 5241 886,101 61 3 —
Pending Increase Non-Cash : <2 aa0 00 e The magnifying 8!355
Pending Decrease Non-Cash : 51 972 67 2 allows you to “drill
Pending Increase Cash : 51 550 90 oY down” and view the
Pending Decrease Cash : 5555 55 3 transactions that
Accepted Increase Now-Cash : ($70,361,967.311 91 < accounted for that
Accepted Decrease Non-Cash : §1 487 187 97 © balance
Adjusted Cash Balance : $241 885 101 81

Cash Balance Minimum : s 00
Available Cash Balance : $241 8586 101 81

+ Cash Batance Detail ¥ Cash Balance Symmacy Maintenance

— Internal Use Only ADOA-GAO  9/01/2019 General Accounting 13
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Cash Balance Summary

Fund Name Cash Balance  Adjusted Cash Balance

+ 1000 GENERAL FUND $%241,886,101.81

First Prev Next Last

$241,886,101.81

Available Cash Balance
$241,886,101.81

Search
Fund

Pending Increase Non-Cash :
Pending Decrease Non-Cash :
Pending Increase Cash :

Pending Decrease Cash :

Accepted Increase Non-Cash :
Accepted Decrease Non-Cash :
Adjusted Cash Balance :

Cash Balance Minimum :

I Available Cash Balance :

: 1000
Cash Balance :

$241,886,101.81
$2,980.00
$1,972.67
$1,890.90

$555.55
$70,381,987,311.91
$1,487,187.97
$241,886,101.81
$0.00
$241,886,101.81

# Cash Balance Detail # Cash Balance Summary Maintenance

When you select the hyperlink Cash Balance Summary it will give you another screen which displays
Fund and sub-Fund information for the Fund.

WAWFIS — Internal Use Only
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Cash Balance Detail

Fund SubFund CashBalance Adjusted Cash Balance Available Cash Balance

~ 1000 1000 $0.00 %0.00 $0.00
1000 1003 $0.00 $0.00 $0.00
1000 1004 $0.00 $0.00 $0.00
1000 BLNK $241,886,101.81 $241.,886,101.81 $241,886,101.81
1000 DE1000 $0.00 $0.00 $0.00

First Prev Next Last

Search
Fund : 1000
Sub Fund : 1p00
Cash Balance : ¢p g

-

Pending Increase Non-Cash : ¢ gp <
Pending Decrease Non-Cash : ¢p.op 2
Pending Increase Cash : ¢ p by
Pending Decrease Cash : ¢ og 4
Accepted Increase Non-Cash : ¢p g by
Accepted Decrease Non-Cash : §30 094 00 Py

Adjusted Cash Balance : $0.00
Cash Balance Minimum : %000
Available Cash Balance : ¢p 00

# Cash Balance Detail Maintenance - Cash Balance Summary

Y\

—

Review the Cash Balance Information

Scenario
Your agency wants to see which transactions make up the current cash balance for a Fund.

Login to the AFIS Home Page. Search for the transaction.
1. Inthe Jump To field, enter CBALSQ

2. Click the Search hyperlink

w

In the search box enter the Fund from your student data card

4. Click OK. The cash balance information appears

SGAFIS - internal use only ADOA-GAO  9/01/2019 General Accounting 15
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Cash Balance Summary

Fund Name Cash Balance Adjusted Cash Balance Available Cash Balance

~ 9000 $7.,880.96
First Prev Next Last

$20,352.11 $20,352.11

Search

Fund :

Cash Balance

Pending Decrease Non-Cash :
Pending Increase Cash :
Pending Decrease Cash :
Accepted Increase Non-Cash :

Accepted Decrease Non-Cash

Available Cash Balance

: $7.880.96
Pending Increase Non-Cash :

* $126,624.99
Adjusted Cash Balance :
Cash Balance Minimum :

9000

-

$0.00
$0.00
$0.00
$0.00
$12,471.15

-

o~

$20,352.11
$0.00

: $20,352.11

# Cash Balance Detail ¥ Cash Balance Summary Maintenance

Drill down to see the transactions.

1. Click the magnifying glass to the right of the cash balance. The Accounting Journal opens with
all of the transactions for that Fund

2. Click the expand all button to expand the transactions for the selected amount

3. Scroll through the transactions by clicking next or you can download by clicking the download
button. If you want to further investigate a particular document, then select that document by
clicking on the hyperlink and it will take you to the document entry

4. Click the back hyperlink in the top right to go back to the Cash Balance Summary page

MA s — Internal Use Only
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Cash Balance Detail Query (CBALDQ)
The Cash Balance Detail Query (CBALDQ) page displays current balances and cash tracking totals for a
Fund and Sub Fund combination. It is similar to the CBALSQ in the data that it queries but the main

difference is you can query at the Sub Fund level.

k Clear Cancel

Fund : |

Sub Fund :

Available Cash Balance :

The CBALDQ search
box will allow you to
guery at the Fund
level, the Sub Fund
level or the Available
Cash Balance level.

Training2 - Financial

4] Message Center

132]

Search

History
Favorites

23]

32

i+ Administration

Rememberin
AFIS you can
expand or
collapse the
document

WAWFIS — Internal Use Only

Cash Balance Detail

Fund
0001
1000
1000
1000 1004
v 1000 BLNK
First Prev Nexq Las!

Search

BLNK
1000
1003

Fund :
Sub Fund :
Cash Balance :

Pending Increase Non-Cash

# Cash Balance Detail Maintenance

ADOA - GAO

$241,886,101.81

* $2,980.00
Pending Decrease Non-Cash :
Pending Increase Cash :
Pending Decrease Cash :
Accepted Increase Non-Cash :
Accepted Decrease Non-Cash :
Adjusted Cash Balance :

Cash Balance Minimum :
Available Cash Balance :

$0.00
$0.00
$0.00
$0.00

$0.00
$0.00
$0.00
$0.00
$241,886,101.81

1000
BLNK
$241,886,101 81

$1.97267
$1,850.90

$555.55
$70,381,987,311.91
$1,457,093.97
$241,886,101.81
$0.00
$241,866,101 81

o~

# Cash Balance Summary

9/01/2019

Sub Fund CashBalance Adjusted Cash Balance Available Cash Balance

$0.00
$0.00
$0.00
$0.00
$241,886,101.81
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B\

A Review the Cash Balance Information

Scenario
Your agency wants to see which transactions make up the current cash balance for a Fund and sub
Fund.

Login to the AFIS Home Page. Search for the transaction.
1. IntheJump To field, enter CBALSQ
2. Click the Search hyperlink
3. Inthe search box enter the Fund from your student data card
4. Inthe search box enter the Sub Fund from your student data card

5. Click OK. The cash balance information appears

Cash Balance Detail

Fund Sub Fund Cash Balance Adjusted Cash Balance Available Cash Balance

~ 9000 9000 $715.23 $3,965.23 $3,96523
First Prev MNext Last

Search

Fund : ggop
Sub Fund : 5000

Cash Balance : 575 23
Pending Increase Non-Cash : ¢ g
Pending Decrease Non-Cash : ¢ p
Pending Increase Cash : ¢ gp

b8k

Pending Decrease Cash : ¢p.0p
Accepted Increase Non-Cash : g3 250 00

oy

Accepted Decrease Non-Cash : ¢p g
Adjusted Cash Balance : 33 955 23
Cash Balance Minimum : $0.00
Available Cash Balance : 3 955 23

# Cash Balance Detail Maintenance # Cash Balance Summary
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Drill down to see the transactions.
1. Click the magnifying glass to the right of the cash balance. The Accounting Journal opens with
all of the transactions for that Fund

2. Click the expand all button to expand the transactions for the selected amount

3. Scroll through the transactions by clicking next or you can download by clicking the download
button. If you want to further investigate a particular document, then select that document by
clicking on the hyperlink and it will take you to the document entry

4. Click the back hyperlink in the top right to go back to the Cash Balance Summary page

Cash Journal (JCASH)

The Cash Journal (JCASH) is a journal in which all cash receipts and transactions are recorded first. This
journal can be used to find a cash transaction and a search of the entire Accounting Journal is not
necessary.

Search - Internet Explorer - 8 “
BEG } it M
Run Time ; | E Department :
The JCASH search box
Doc Record Date : = Unit :
Fiseal Period : Appr Unit : will allow you to query
Fiscal Year Doc Code - at many different
Budget FY : Doc Dept : levels depending on
B Rng rde DoGRES what data you want to
Fund : Warehouse : .
review.
Object : Commodity :
Revenue : Stock Mem Suffix :
BSA:
O Chear Cantel

MAWFIS — Internal Use Only

ADOA - GAO
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Cash Journal
The data returned is based + 10072014 1D §715.23
N e 107072014 1 D §715.23
on your selection criteria. o — T
10/082014 i c ($715.23)
10/08:2014 2 ¢ ($500.00)
101372014 2 oc ($500.00)
10/14/2014 a C ($500.00)
10152014 1 D £2,500.00
Remember the
SRR 10162014 1 D £200.00
expand all button to 10162014 1 0 $200.00
view all the data for —_— First Prev Ned Ligl
the selected field. | Copy  Searcn T @k
b w General Accounting
: Doc Record Date @ 0072014 1| Posting Pair : a
Fiscal Period - 4 Posting Code @ ADD1
Fizcal Year: 7015 Debit'Credit :
Budget FY : 2015 Line Function @ 4
Fiscal Quarter : 3 Posting Amount : 5715 23
Event Categary = gey Increase/Decrease |
Event Type : AROZ Run Time : 10072014
Bank Account : EK1

The balance sheet shows the State’s assets, liabilities, and net position.
Assets

Assets included on the balance sheet are resources of the State that remain available to meet future
needs. The most significant assets that are reported on the balance sheet are loans receivable, net;
property, plant, and equipment (PP&E), net; inventories and related property, net; and cash and other
monetary assets.

Liabilities

Liabilities are obligations of the State resulting from prior actions that will require financial resources.
The most significant liabilities reported on the balance sheets are state debt securities held by the public
and accrued interest, and employee and veteran benefits payable.

As with reported assets, the State’s responsibilities, policy commitments, and contingencies are much
broader than these reported balance sheet liabilities but this gives you an overview as to what assets
and liabilities are.

There are several query pages that can be used to research Balance Sheet Account information: the ITD
(Inception-to-Date) Balance Sheet Summary (BBALS), ITD Balance Sheet Detail (BBALD), and Fiscal Year
Balance Sheet Detail (BBALFY).
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Inception to Date Balance Sheet Summary (BBALS)

The ITD Balance Sheet Summary (BBALS) query page displays balance sheet account balances at the
Fund and Balance Sheet Account (BSA) levels independent of fiscal year. This is the highest level of
query for balance sheet information. The differences between the balance sheet query tables are very
similar to the differences in the cash balance query tables — each provide a different level of detail.

ITD Balance Sheet Summary
Fund MName BSA Name BSA 2 Balance Begin Day Balance
« 9000 Instructor 0070 CashDepTra Asset $7,880.96 $0.00
9000 Instructor 0072 Cash In Hand Asset $0.00 $0.00
9000 Instructor 0099 Cash Training Asset $20,000.00 $0.00
9000 Instructor 0204 Princ Rec Genl  Asset $1,500.00 50.00
9000 Instructor 0440 Ly Tax Rec Asset $24,001.65 50.00
G000 Instructor 0301 Acc Rev Asset 51247115 $0.00
9000 Instructor 0933 Lt Invstmnts Asset £0.00 $0.00
G000 Instructor 1011 Pymnts Qutstndg  Liability ($262,101.00) $0.00
Search 9000 Instructor 1206 Temp Liability $0.00 50.00
9000 Instructor 1211 Claims Pyble Liability ($7,625.00) $0.00
enables First Prey Next Last
l v Mext Last
you to ™~
Search
search for - ,_ lase |
: i 3 e magnitying glass icon
different rung : 9000 Dib_rt Amount : 57 850 96 4 gnifying g ‘
o Instructor Credit Amount : s g 2 allows for the researching
criteria. BSA: 0070 ]
Balance : 57 83095 4 of an amount. The icons
Cash Dep Tra - . .
BSA Type : Asset Begin Day Balance : 50 00 transition you to
Accounting Journal
# Cash Balance Summary < Fund Balance Summary & ITD Balance Sheet Detail (JACTG) page and perform
a search for documents

that updated the amount

The hyperlinks at the bottom take a user to different inquiry pages and perform an automatic search
with the values of the selected record.

Inception to Data Balance Sheet Detail (BBALD)

The ITD Balance Sheet Detail (BBALD) query page displays balance sheet account balances at the Fund,
Sub Fund and Balance Sheet Account (BSA) levels independent of fiscal year. The difference between
this table and the BBALS table is the BBALD provides and allows filtering at the Sub Fund level. Other
than that difference, the tables are similar. Just like the BBALS, the BBALD has the magnifying glass icons
to allow for researching amounts. The icons transition a user to the Accounting Journal (JACTG) page
and perform a search for documents that updated the amount.
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Jump to: BBALD & Go

Procurement | Budgeting | Accounts Receivable | Accounts Paya

ITD Balance Sheet Detail

Fund Name Sub Fund Name BSA Name SubBSA Name BSA Type Balance Begin Day Balance

~ 8000 Instructor 9000 INSTRUCTOR 0070 CashDepTra BLNK Asset $715.23 $0.00
S000 Instructor 9000 INSTRUCTOR 0204 Princ Rec Genl BLNK Asset $1,500.00 $0.00
S000 Instructor 9000 INSTRUCTOR 0440 Lxry Tax Rec  BLNK Asset $24,001.65 $0.00
S000 Instructor 9000 INSTRUCTOR 0501 Acc Rev BLNK Asset $3,250.00 $0.00
S000 Instructor 9000 INSTRUCTOR 1273 Othr Ap BLNK Liability ($2.000.00) $0.00
First Prev Next Last
| searen
Cana I 9000 Debit Amount : 5715 23 r |
Instructor Credit Amount : 50 0o 3
Sub Fund : gpog Balance : ¢715 23 2
. RETRLGTER: Begin Day Balance : $0.00
BSA: 0070

Cash Dep Tra
Sub BSA : BLNK

BSA Type : Asset

¥ Cash Balance Detail ¥ Fund Balance Detail ¥ FY Balance Sheet Detail # |TD Balance Sheet Summary

The hyperlinks at the bottom take a user to different inquiry pages and perform an automatic search
with the values of the selected record.

N

4 Review the Balance Sheet Account Information

Scenario
Use the ITD Balance Sheet Detail page to determine the current balance for a specific Fund and Sub
Fund combination. Then, drill down to view the documents that generated the total.

Login to the AFIS Home Page. Search for the transaction.
1. Inthe Jump To field, enter BBALD
2. Inthe search box enter the Fund and Sub Fund from your student data card

3. Click OK. The ITD Balance sheet detail page appears
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ITD Balance Sheet Detail

Fund Name Sub Fund Name BSA Name SubBSA Name BSA Type Balance Begin Day Balance

v 9000 Insiructor 9000 INSTRUCTOR 0070 Cash DepTra BLNK Asset £715.23 $0.00
9000 Instructor 9000 INSTRUCTOR 0204 Princ Rec Genl BLNK Asset $1,500.00 $0.00
9000 Instructor 9000 INSTRUCTOR 0440 Lxry TaxRec  BLNK Asset $24,001.65 $0.00
9000 Instructor 9000 INSTRUCTOR 0501 Acc Rev BLNK Asset $3,250.00 $0.00
9000 Instructor 9000 INSTRUCTOR 1273 Othr Ap BLNK Liability (%2,000.00) $0.00

First Prev Next Last
Search

Fund : 9000 Debit Amount: 5715 23 4
Instructor Credit Amount: ¢p gp 2
Sub Fund : gopo Balance : 5745 23 2
. LETRICTER Begin Day Balance : 5000
BSA: 0070
Cash Dep Tra

SubBSA : BLNK

BSA Type : Asset

¥ Cash Balance Detail ¥ Fund Balance Detail ¥ EY Balance Sheet Detail # |ITD Balance Sheet Summary

Review the Fund balance detail information.
1. Select the line you want to review checking it
2. Next to the Balance field, click the Drill Down icon (magnifying glass)

3. Review the transaction in the Accounting Journal (JACTG)

Accounting Journal

Run Tm Document Doc Pstng Ln DriCr Pstng Am
v 10/08/2014 CRA01STUDENT 1-A.1 1 D §715.23
10/07/2014 CRACOINSTRUCTOR-A.1 1 D §715.23

First Prev Mext Last Download

Copy Seach ¥k

Calculate Total  Calculated Amount :

= General Accounting

Doc Record Date : 1p/07/2014 [7] Posting Pair: a

Fiscal Period : 4 Posting Code : AQ01
Fiscal Year : 2015 DriCr: o
Budget FY : 2015 Ln Func : Siandard ﬂ
Fiscal Quarter : o Pstng Am : g71523
Event Category : REV IncriDers : |
Event Type : ARO2 Run Tm : 10/08/2014

Bank Account : gKi1
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Expense Summary Queries

Every State agency operates on a budget for the fiscal year. The budget allows the agency to plan for
expenses, post expenses when payments are generated, and then query on the budget to determine the
balance as it relates to activity.

Budget Structures in AFIS are broken down into levels. The degree of detail a budget has is determined
by the budget structure. Some agencies have many levels to manage at a high degree of detail while
other agencies may have only one level. Your agency determines what budget structure your agency
will operate.

=  Budget Structure 90 — Appropriation and Allotments

=  Budget Structure 91 — Department Expense — Bureau
=  Budget Structure 92 — Department Expense — District
= Budget Structure 93 — Department Expense — Division

= Budget Structure 95 — Department Expense — Unit

Budget Query (BQ)

Each budget structure in AFIS has a corresponding query page. This query page will allow you to see
what has been expensed or spent in relationship to the budget. The query page is initiated by using the
code BQ, for Budget Query in the Jump To field. The next digits in the query reference the budget
structure and the next digits reference the level of the budget that you are inquiring upon or querying.

BQY9OLV1

BQ 90 LV1

Budget Query Budget Structure Budget Level
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Jump to] BQ9OLV1 | 4| Go
1
Ul Faydl)

Procurement

Accol

Budgeting

Appropriation and Allotment

BFY FundGroup Dept ApprCat CurrentBudg Actual Exp Unoblig
2015 1000 GFA GF03056 $10,889,999.00 $0.00 $100,000.00 $10,789,999.00
2015 1000 GFA GF91000  $1,010,000.00 $0.00 $0.00  $1,010,000.00
2015 1000 GFA GF92000 $40,000.00 $0.00 $0.00 $40,000.00
2015 1000 GFA GF93000 $15,000,000.00 $0.00 $0.00  $15,000,000.00
~ 2015 1000 GFA GF96000 $1,000,000.00 $240,000.00 $60,000.00 $700,000.00
2015 1000 GFA  GFS7000 $10,000.00 $0.00 $0.00 $10,000.00
2015 1000 GFA (GF93000 $10,000,000.00  $19,996.00 $174,965.00  $9,805,029.00
2015 1000 HSA HS50070 $10,000,000.00  $4,000.00 $50000  $9,995 500 00

First Prev Next Last

Search @B

# Budget Actuals
Purchase Reservations : g g Uncommitted : $700,000.00
Unobligated : $700,000.00
Unexpended Cash : $1 000,000.00

Unexpended Accrued : $940 000.00

| Pre-Encumbered : gq g
Encumbered : 5240,000.00
Accrued EXpenses : $50,000.00
Cash Expenses : 0 og
Actual EXpenses : £50,000.00

& & ¢ o -

P Budgeted Amounts

P General Information

Top
# Modified Budget Line Controls ¥ Allotments

Navigation Links

Each budget inquiry page will have one or more of the following links at the bottom: Modified Budget
Line Controls, Allotments, Next Level, Previous Level, Linked Revenues, or Supported Expense

Budgets. Each navigates to another page with information that is tied to the selected record in the grid
of the budget inquiry.
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Expense Summary (ESUM)

Some Budget Structure levels also have Expense Summary (ESUM) query pages. An Expense Budget
Summary page allows you to view summaries of Expense Budgets by populating particular COA

elements and different combinations in the COA.

Budget Structure 90 has one level, which has a summary page available.

BGA90 BQ9OLV1

ESUMO0L1

Budget Structure 91 has four levels, with a summary page; shown below.

BGE91 BQ91LV1
BQY1LV2
BQ91LV3
BQ91Lv4

ESUMO91L2

Budget Structure 92 has four levels, with a summary page; shown below.

BGE92 BQ92LV1
BQ92LV2
BQ92LV3
BQ92LVv4

ESUM92L4

Budget Structure 93 - Budget Structure 93 has three levels, with a summary page available for level 3;

shown below.

BGE93 BQ93LV1
BQ93LV2
BQ93LV3

ESUMS93L3

Budget Structure 95 - Budget Structure 95 has seven levels, with summary pages available for levels 2,

3, and 7; shown below.

BGES5 BQY5LV1
BQY5LV2
BQY5LV3
BQY5LV4
BQY5LV5
BQ9Y5LVe
BQY5LV7

MA s — Internal Use Only
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ESUMO5L7
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B\

ﬁ Budget Query

Scenario
View the Current Budget amount using the Expense Summary Budget Query for the Appropriation
Budget (Budget Structure 90)

Login to the AFIS Home Page. Search for the transaction.
1. Inthe Jump To field, enter BQ90LV1
2. Inthe search box enter the Department from your student data card and 2015 in Budget FY field
3. Click OK. The appropriation and allotment budgeted line amounts appear

4. Click expand all to view the different areas (budget actuals, budgeted amounts, general
information)

Drill down to see the adopted budgeted amount.

1. Click the magnifying glass to the right of the adopted budget. The detailed transaction listing
appears

2. Click on the hyperlink under the document identifier column to open the budget document. The
appropriation and allotment budget opens. You can view the different areas to see the
budgeted amounts
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Decentralized

Leaning Objectives
In this lesson, you will:

= |dentify available decentralized COA elements in AFIS

= Create decentralized COA codes

Lesson Overview
The COA is a key component of AFIS and is comprised of a set of reference tables used to validate codes
entered on system transactions. The COA has two functions:

= Provides a centralized uniform set of codes to recognize expense, revenue, and balance sheet
transactions across the State

= Provides decentralized codes for agencies to meet their own business tracking, reporting and
budgeting needs

This lesson will identify decentralized COA codes that are available for Department use and review the
process of adding decentralized COA codes. Decentralized COA Codes

Decentralized COA Codes

Decentralized COA elements are maintained at a Department level. They are called decentralized
because decisions are made at the agency level versus the state level which is considered centralized.
Department level managers with the appropriate security have the ability to add new elements, modify
existing elements, and delete existing elements within their Departments. Departments have the ability
to maintain their COA requirements on the Fund Department Requirements (FDREQ) table for Spending,
Revenue and General type documents. The available decentralized COA elements are: Department
Object, Department Revenue Source, Location, Activity, Function, Unit, and Task.

Department Object
A Department Object is a way to track an expense at the Department level. Department Objects appear
in the expense budget and on spending transactions.

The Department Object (DOBJ) table allows users to establish valid Department Object Codes and
associated information related to the Object Code, but at a more detailed level, specific to a
Department. This table allows users to add, delete, and maintain the Department Object Codes used by
the Department. Each code must be unique within a fiscal year and Department.
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Department Object

Procurement

Budgeting

Jump to; DOBJ 4 Go

|
Accounts Receivable Accounts Faya

Fiscal Year

v 2014
2014

2014

2014

2014

First Prev Next

Department Dept Object

ADA 3200
ADA 3210
ADA 3220
ADA 3260
ADA 3280

Last

Name

NETWORK ADMIN COCHISE COUNTY

NETWORK ADMIN COLORADO CITY
NETWORK ADMIN COTTONWOOD
NETWORK ADMIN FLAGSTAFF
NETWORK ADMIN GRAND CANYON

Active

Yes
Yes
Yes
Yes
Yes

Save Undo Delefe Insert Copy Paste Search @B
¥ General Information
*Fiscal Year : 514 &) Effective From : m
“Department : [sna g Effective To : 0
“Dept Object : 3200 Active : V|
*Name : NETWORK ADMIN COC Budgeting : [v]|
4  *Short Name : COCHISE Description :
Contact : g
¥ Rollups
Dept Object Class : 3
Dept Object Category : &
Dept Object Type : 3
Dept Object Group : &)
Extended Description :

Department Revenue Source
The Department Revenue Source code is generally used to track the types of revenue received by the
State. Some common types of revenue collected are tax revenue and licensing revenue. Department
Revenue Source appears in the revenue budget and on transactions.

Just like AFIS utilizes Object Codes to track expenses, revenues are tracked in AFIS by using a Revenue
Source code. The Department Revenue Source (DRSRC) table allows users to establish valid Department
Revenue Source codes and associated information related to the Revenue Source code, but at a more

detailed level, specific to a Department.

This table allows users to add, delete, and maintain the Department Revenue Source codes used by the
Department. Each Department Revenue Source code must be unique within a fiscal year and
Department.

MAWFIS — Internal Use Only
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Jump to: DRSRC 4| co

Procurement Budgeting

R —
Department Revenue Source

Fiscal Year Department Dept Revenue Name Active
s 2014 AGA 4211 FEDERAL GRANTS Yes
2014 AGA 4231 STATE AND LOCAL GOVERNMENT GRANTS Yes
2014 AGA 4347 INTER AGENCY REVENUE LEGAL Yes
2014 AGA 4356 ATTORNEY GENERAL LEGAL SERVICES Yes
2014 AGA 4369 INTER AGENCY REVENUE OTHER Yes

First Prev Nexi Last

Save Undo Delete Insert Copy Paste Search @ 3

« General Information

“Fiscal Year: 5014 &) Effective From : 05
“Department : pcp g Effective To : m
“Dept Revenue : 4711 Active : /]
“Name : FEDERAL GRANTS Budgeting : [v]
1 “Short Name : |[FEDERAL GRANT Description :
Contact : ﬂ
R
¥ Rollups

Dept Revenue Class : 4519
Dept Revenue Category : 4509

Dept Revenue Type : 4500
Dept Revenue Group : 400

&/ B

¥ Extended Description
Extended Description :

The Department Object Revenue Source table allows you to search by Fiscal Year, Department,
Department Object, or Name. The resulting table displays the revenue source data and information.

Location Table

A fixed asset generally refers to a long-term and tangible asset. They are assets that are used for the
state that are typically classified as property, plant and equipment. The state of Arizona has a number
of fixed assets such as vehicles, furniture, fixtures and office equipment. AFIS helps us manage the
Location of the fixed assets so we know where each of our assets is stored and what agency is
responsible for the fixed asset. The Location (LOC) table in AFIS allows you to define the location and
associated information related to the location.

This table allows users to add, delete, and maintain the Location codes used by the department. Each
Location code must be unique within a fiscal year and department.

For example, you see that a security vehicle is located in location 3000. You can go to the location table
and see that location 3000 is 2200 E Hillsdale Rd.
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Jump to; LOC 4| Go

Procurement | Budgeting | Acche

Location
Department Location Name Active Effective From Effective To
WCA 1000 MAIN OFFICE- 3950 NORTH CENTRAL AVENUE Yes
WCA 2000 BASIC DATA - 1520 WEST ADAMS STREET Yes
~ WCA 3000 PRESCOTT AMA - 2200 E HILLSDALE RD Yes
WCA 4000 PINAL AMA - 1000 E RACINE Yes
WCA 5000 TUCSON AMA - 400 W CONGRESS STE 518 Yes

First Prev Next Last

Save Undo Delete Insert CO' Y Paste Search L 4 b

+ General Information

“Department : yyca g Effective From :
*Lecation : 3000 Effective To :
“Name : PRESCOTT AMA - 2200 Active :
*Short Name : PRESCOTT AMA Budgeting :
Contact Code : g Description :
Address 1:
Address 2:
City : Longitude :
state : @ Latitude :
Zip:
County : g
Country : g

oo

KK

¥ Rollups
Location Class :
Location Category :

Location Type : 5000
County :

(E3{e3f ey e

The Location table allows the user to search by department, location, or name. The results show the
location name for a particular code.

Activity Table

The Activity (ACTV) table allows users to define valid Activities. An Activity is an internal tracking code
that is defined for budgeting and/or reporting purposes. Each Department within AFIS can define a
separate set of Activity codes; and while they must be unique within a Department, they do not need to
be unique across all Departments.
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Procurement Budgeting
Activity

Fiscal Year Department Activity Name Active
~ 2015 100 123456  Instructor Yes
2015 100 DH Department Heads Yes
2015 100 TR9876 Training Cost Yes
2015 101 123456 Student 1 Yes
2015 101 DH Student 1 Yes

First Prev Next Last

Save Undo Delete Insert Copy Paste Search 9 ]

¥ General Information

“Fiscal Year : 3nq5 g Effective From : m
“Department : [1gg g Effective To : =
*“Activity : [123456 Active : [v/]
*Name : Instructor Budgeting :
4 | *Short Name : instrucior Description :
Contact Code : g
¥ Rollups/iCAFR
Activity Class : g CAFR Activity Unit : g
Activity Category : Py Major CAFR Activity Type :
Activity Type : 8 Minor CAFR Activity Type : &)
Activity Group : g Reimb Eligible : [ ]

FACP Eligible : [/

¥ Extended Description

Extended Description :

Top
POQU|318 for All Degartmems

The Activity table allows the user to search by fiscal year, department, or activity. The results show the
name of the activity as well as whether it is active or a budgeted activity code.

Task
The Task (TASK) table allows users to define valid tasks in the AFIS system. A Task is a code that is
required for budgeting and reporting purposes.
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MAFIS Jump to: TASK ﬁl@ {-ﬁHome ﬁpersuna\ize @Accessibility EAppHe\p (‘4 About Q

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable
Training - Financial Task
Message Center Menu Back
= Search
Page Search Department Task Name Active Effective From Effective To
& Document Catalog v 100 100000 Instructor Division Yes
101 101000 Student 1 Division Yes
Report Search
102 102000 Student 2 Division Yes
E History 103 103000 Student 3 Division Yes
[+ Favorites 104 104000 Student 4 Division Yes
& Administration Fust Prev Nexi Last

Save Undo Delete Insert Copy Paste Search

“Department : ;o Q Effective From : /=
*Task : 100000 Effective To : i
“Name : |Instructor Division Active :
*Short Name : |nstructor Div Budgeting :
Contact Code : g Description :

Sub Task

The Sub Task (STASK) table allows users to define valid sub tasks in the AFIS system. A Sub Task is an
internal code that may be optional for budgeting and reporting purposes.

Jump to: STASK QlGu @Home #F’ersonahze @A&:cessmillty EAppHe\p \T About @

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Sub Task
[+ Message Center Menu Back
[ Search
Page Search Department Task Sub Task = Name  Active Effective From Date Effective To Date
& Document Catalog ¥ 100 100000 987654 Instructor Yes
101 101000 987654 Student 1 Yes
Report Search
102 102000 987654 Student 2 Yes
E| History 102 103000 987654  Siudent3 Yes
[+ Favorites 104 104000 987654 Student 4 Yes
& Administration Fust Prev Nexi Last
Save Undo Delete Insert Copy Paste  Search
“Department : 4 gq g Effective From Date : 0
“Task:igooop | & Effective To Date : |
} *Sub Task : 987654 Active :
“Name : |instructor Allowed for Budgeting :
“Short Name : instructor Description :
Contact Code : g
[ AN

A Add Decentralized COA Codes

Scenario
Your agency is realigning their COA and has asked you to add a new object and activity code.

Login to the AFIS Home Page. Create a Department Object Code.
1. Inthe Jump to field, enter DOBJ
2. Click Go

3. Click Insert
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4. Inthe new Department Object, in the Fiscal Year field, enter the current fiscal year
5. Inthe Department field, enter the data from your student data card

6. Inthe Dept Object field, enter the data from your student data card

7. Inthe Name field, enter the data from your student data card

8. Inthe Short Name field, enter the data from your student data card

9. Click Save
Jump to: DOBJ @I Go fﬁ Home &E’ Personalize @Accessibihty la App Help ‘\'\ About
Procurement | Budgeting | Accounts Receivable | Accounts Payable
Department Object
[+ Message Center MRITEsR
[= Search
Page Search Fiscal Year Department Dept Object Name Active
& Document Catalog 2014 ADA 3200 NETWORK ADMIN COCHISE COUNTY Yes
v Yes
Report Search
2014 ADA 3210 NETWORK ADMIN COLORADO CITY  Yes
B History 2014 ADA 3220 NETWORK ADMIN COTTONWOOD — Yes
[# Favorites 2014 ADA 3260 NETWORK ADMIN FLAGSTAFF Yes
[ Administration First Prev Next Last
Save Undo Delete Insert Copy Paste Search @B
¥ General Information
“Fiscal Year : 5045 g Effective From : m
4 “Department : 457 ﬂ Effective To : i
&
“Dept Object : 1234 Active :
*Name : smuemﬂ x Budgeting :
“Short Name : Student 7 Description :
Contact : g
» Rollups
Top

Create an Activity code.
1. Inthe Jump to field, enter ACTV
2. Click Insert
3. Inthe new Activity, in the Fiscal Year field, enter the current fiscal year
4. Inthe Department field, enter the data from your student data card
5. Inthe Activity field, enter ACT123
6. Inthe Name field, enter the data from your student data card

7. Inthe Short Name field, enter the data from your student data card
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T ————————————————————————————————————————————————————————————————————————————————————————————————————
Activity

Fiscal Year Department Activity Name Active

2000 DEA 1000 Operating Des Yes
' Yes
2001 DEA 1000 Operating Des Yes
2001 DEA 1238 Cperating Des Yes
2002 DEA 1000 Operating Des Yes

First Prev Mext Last

Save Undo Delete Insert Copy Paste Search k&

- General Information

*Fiscal Year : @ Effective From :
*Department : ﬁ Effective To :
*Activity : Active : |+
*Name : Budgeting : |+
*Short Name : Description :
Contact Code : g

b Rollups/CAFR

b Extended Description

Tap

Populate for All Departments
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Internal Purchase Orders

Learning Objectives
In this lesson, you will:

= Examine the Internal Purchase Order document
= Create an Internal Purchase Order document
= Research the updates made by the Internal Purchase Order document

= Cancel an Internal Purchase Order document

Lesson Overview

In AFIS, accounting transactions can take place between Departments and within Departments. When a
transaction takes place between Departments, it is called an Inter-Agency transaction. When a
transaction takes place within a Department, it is called an Intra-Agency transaction.

When recording an Inter-Agency transaction, one Department is the buyer and another Department is
the seller. If the transaction involves appropriated Funds and is for an amount greater than or equal to
$5,000, the transaction may require the submission and approval of an Internal Purchase Order (IPO)
document, which is used to establish in Internal Encumbrance for the buyer Department’s
appropriations. Check with your division to see if they require an IPO for transactions under $5000.
There may be exceptions to this rule. Eligibility payments and required payments that are not
discretionary (social services and eligibility) are exempt from this rule. Regular accounts payable for
everyday goods and services discretionary have to follow the rule. Refer to the State of Arizona
Accounting Manual (SAAM): topic 45, section 15.

An Internal Purchase Order (IPO) document is used to establish an Internal Encumbrance for the buyer
Department’s appropriation. A request is received by the Department for the creation of an Internal
Encumbrance, which may be for an internal service, for an accounting transfer agreement, or to comply
with legislative requirements. The request may be related to an internal service agreement or some
other type of agreement with another Department that impacts appropriated Funds requiring an
encumbrance. The Department creates an IPO that encumbers monies and the COA information is
entered on the IPO document.

An agency may use an IPO to encumber funds for a transfer to another agency. For example, if an
agency is going to spend $10,000 in printing services provided by another agency this quarter, an IPO
document to encumber these funds is required.

SGAFIS - internal use only ADOA-GAO  9/01/2019 General Accounting 36



AFIS MANUAL:

Y\
—)

Scenario
Review the Internal Purchase Order to learn the different components

Review an Internal Purchase Order (IPO) Document

Login to the AFIS Home Page. Review the Internal Purchase Order.
1. IntheJump To field, enter IPO
2. Inthe Dept. field, enter the data from your student data card
3. Click the triangle to open the document state area
4. Select Final phase
5. Select Submitted status
6. Click Browse. The IPO’s in final submitted status for the Department entered are listed below
7. Click the hyperlink for the $800 IPO
Review the components of the IPO with the Instructor.

The Internal Purchase Order document has 4 components that contain the information for the
processing of the internal encumbrance transaction: The Header, Vendor, Accounting and Posting
components.

Header

The Header component stores values that apply to all components of the IPO document. In the Header
component of the Internal Purchase Order, users can enter a date or allow this field to default based on
the current system date when the document is submitted.

= Record Date — Enter a date or allow the system to default during document submission
= Budget FY — Enter a year or allow the system to default based on the Record Date

= Fiscal Year — Enter a year or allow the system to default based on the Record Date

=  Period — Enter a valid value or allow the system to default based on the Record Date

The General Information tab contains descriptive fields and date information common to most
document headers. The Header contains fields for Document Name and Description and displays
amounts for the entire document.

Vendor

The Vendor component is not used on the Internal Purchase Order. Users must insert a line in the
Vendor component because the Vendor line contains the accounting lines below it. However, after
inserting a line on the Vendor component, all fields are left blank and the user continues data entry on
the accounting lines.
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Accounting

The Accounting component is the where the majority of the data entry takes place. Users must first
insert a line and then complete the required fields on the General Information and Fund Accounting
tabs.

Accounting General Information
The required fields on the General Information tab are:

= Event Type — Enter an appropriate
= Event Type or select one from the pick list
= Line Amount — Enter an amount for the current line

The other fields on the General Information tab are optional, and include description and date
information. This tab is also where the user can select an Accounting Template which will infer COA
elements on the Fund Accounting and/or Detail Accounting tabs.

WAFIS Jump to: ACTV ﬁlﬂ @Home ﬁ Personalize @Accessmihty EApp Help T About E

Welcome, Student 7 Procurement | Budgeting
Internal Purchase Order(IPO) | Dept: 107 ID: 150404000009 Ver.: 1 Function: New Phase: Draft j

Accounts Receivable

Accounts Payable

Header 2]
Vendor Total Lines: 0 Vendor Line: none Vendor C none Legal Name: none ]
i ines: 0 i ine: i mount: none ine Open Amount: none =
Accounting Line Line Amount Line Closed Amount Line Open Ameunt Event Type ~
From O to 0 Total: 0
= List View
[T 1IN BV M| Reference | Fund Accounting | Detail Accounting ﬂ
—
Event Type: 4| Budget FY:
Accounting Template: ﬁ\ Fiscal Year:
M
Line Description: Period:
Line Closed Amount:
Line Amount:
Line Closed Date:
Reserved Funding: ﬂ Line Open Amount:
Roll Indication 1: [ ] Referenced Line Amount:
Roll Indication 2: [ ] Outyear Adjustments v
Amount:
EX (IEM E4 Edit with Grid
Posting Total Lines: 0 Posting Line: none ] |
& Copy| [ Validate | Ed Submit‘ [3¢ Discard ‘ & Print | Processing= | Workflow= ‘ Filew || E4 CI05e|

Accounting — Fund Accounting
The required fields on the Fund Accounting tab are:

=  Fund - Enter the Fund code
= Department — Enter the Department code
= Unit - Enter the Department Unit

= Appr Unit — Enter the Appropriation Unit code
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=  Object — Enter the Object Code
= Task — Enter the Task

The other fields on the Fund Accounting tab are optional but may be used to further identify the COA
elements on the transaction.

MAFIS Jump to:| ACTV g\ﬂ @Home ﬁPersona\ize @Accessibillty EApp Help (’d About @

Welcome, Student 7 Procurement | Budgeting
Internal Purchase Order{IPO) Dept: 107 ID: 150404000009 Ver.: 1 Function: New Phase: Draft j

Accounts Receivable | Accounts Payable

Header £2]
Vendor Total Lines: 0 Vendor Line: none Vendor Customer: none Legal Name: none 3]
Accounting Line Line Amount Line Closed Amount Line Open Amount Event Type
From 0 to 0 Total: 0
= List View
General Information | Reference Detail Accounting ﬂ
Fund: & Object: & OBSA: &
Sub Fund: 4| Sub Object: 4| Sub OBSA: 4|
( Department: 4| Revenue: 4| Dept Object: |
Unit: 2| Sub Revenue: 4| Dept Revenue: &
Sub Unit: 4| BSA: 4|
Appr Unit: & Sub BSA: 4|
ED Ee E4 Edit with Grid
Posting Total Lines: 0 Posting Line: none ) ‘
[3 Gopy | Validate | | £3 Submit| | [3 Discard | & Piint | | Processing= | | Workflow= | Filex || E3 Close

Accounting — Detail Accounting
All of the fields on the Detail Accounting tab are optional; however, the Function field can be used to
infer the necessary COA elements.
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MAFIS Jump to:| ACTV 3|ﬂ @Home &bF‘Ersonalfze @Accessfbility IaApp Help f About E

Welcome, Student 7 Procurement | Budgeting = Accounts Receivable | Accounts Payable

Internal Purchase Order(IPO) | Dept: 107 ID: 150404000009 Ver.: 1 Function: New Phase: Draft j

Header 2]
Vendor Total Lines: 0 Vendor Line: none Vendor Customer: none Legal Name: none =
A o ntina ot inas: Acco ine: none in . mAne ine Opea A sunt: none =
Accounting Line Line Amount Line Closed Amount Line Open Amount Event Type
From 0 to O Total: 0
= ListView
General Information | Reference = Fund Accounting [UEETREEGITL U] n
Location: & Reporting: & Major Program:
Sub Location: | Sub Reporting: | Program: |
)
Activity: 4| Task: 4| Phase: &
Sub Activity: & Sub Task: & Program Period: |
Function: 4+ Task Order: 4|
Sub Function: 4|
EX @4 E4 Edit with Grid
Posting Total Lines: 0 Posting Line: none # ‘
[ Gopy | Validate | | £§ Submit| | [ Discard | & FPrint | Processing | | Workflows | | Filex | | |3 Close |

Posting

The Posting component shows the accounting impact of the document. It shows values entered on the
other components such as the COA elements, as well as many values that were not entered in the other
components. No data can be entered into this component; posting lines are generated from the rest of
the document data. Click the Eye icon to expand the posting details.

The Posting component will only show the posting lines for one Accounting Line at a time. To see the
Posting Lines for a different Accounting Line, click on the Accounting component, select another
Accounting Line, and then click the Posting component.

MAFIS Jump to: ACTV 3\@ @ Home é’-" Personalize @Accessibihty Iﬂ App Help fﬁ About @

Budgeting

Welcome, Student 7 Procurement Accounts Payable

Accounts Receivable
Internal Purchase Order(IPO) Dept: 107 ID: 150404000009 Ver.. 1 Function: New Phase: Draft j i

Header ]
Vendor Total Lines: 0 Vendor Line: none Vendor Customer: none Legal Name: none H
Accounting Total Lines: 0 Accounting Line: none Line Amount: none Line Open Amount: none
Line Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount

From 0 to 0 Total: 0
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An internal transaction may or may not include an encumbrance for the buyer Department. When an
encumbrance is required, it is the buyer Department (sending a payment) that creates the Internal
Purchase Order (IPO) document. Internal Purchase Order documents are created by navigating to the
Document Catalog and creating a new document. When submitted and approved by the Department
level approver, the document updates the Accounting Journal (JACTG).

pr—

f' Create an Internal Purchase Order (IPO) Document

Scenario
You have received a request to create an Internal Purchase Order (IPO) to record an internal
encumbrance on Funds.

Login to the AFIS Home Page. Create a new Internal Purchase Order document.
1. Inthe Secondary Navigation Panel, click Search
2. Click Document Catalog
3. Click the Create link
4. Inthe Document Code field, enter IPO
5. Inthe Dept. field, enter the data from your student data card

6. Check the box for Auto Numbering

WAFIS Jump to: $|E @Home éBPersonallze @Accesswbihty IE App Help (\ About

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Message Center

O Search Search sk
ea
Page Search # Document Identifier
& Document Catalog Code - jpg &l Unit :
Dept.: 107 D :
Report Search
[# History w Other Options
[+ Favorites Auto Numbering :

Create Template :
[ Administration G D

Create

4 Menu

7. Click Create. The new IPO document opens to the Header component.
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Internal Purchase Order(IPO) | Dept: 107 ID: 150601000011 Ver.. 1 Function: New Phase: Draft '|

w

= List View
(LT E NG Rl Extended Description | Contact | Document Information
Document Name: Billing Location: @\
Shipping Location: 4
Record Date: | =
Delivery Date: |
Budget FY:
Cited Authority: |
Fiscal Year:
Actual Amount: $0.00
Period:
Closed Amount: $0.00
Accounting Profile:
L ﬁl Closed Date:
Expected Amount: | $0.00 Open Amount: $0.00
Document Description: Referenced Amount: $0.00

Complete the Header component of the document.

1. Inthe Header component, on the General Information tab, in the Document Name field, enter
Internal Purchase Order

2. Inthe Document Description field, enter Record an internal encumbrance on Funds. At a
minimum, you will want to enter the document name and document description

LR IR s | Extended Description | Contact | Document Information

Document Name: |Internal Purchase Order Billing Location: &
g
Shipping Location: b s
Record Date: B pping horl
Budget FY: Delivery Date: B
Fizcal Year: Cited Authority: $|
Period: Actual Amount: 50.00
Closed Amount: 50.00
Accounting Profile: £|

Closed Date:
Expected Amount: |50.00 Open Amount: 50.00
Document Description: .Re:old an internal encumbrance on funds| ] Referenced Amount: 30.00
P

Navigate to and complete the Vendor component of the document.
1. On the left side of the screen, click the Open Document Navigator arrow
2. Inthe Document Navigator Panel, click Vendor

3. Inthe Vendor component, click the Insert New Line button (note: do not enter any Vendor
Information). You must insert a line in the Vendor component because the Vendor line contains
the Accounting lines below it. However, after inserting a line in the Vendor component, all fields
are left blank
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WAF|S Jump to i\@ @ Home és Personalize @Accessfbillty iﬂ App Help fa About E

Procurement | Budgeting = Accounts Receivable | Accounts Payable

Welcome, Student 7
Internal Purchase Order(IPO) Dept: 107 ID: 150404000010 Ver.: 1 Function: New Phase: Draft j

Document Navigator X

Header | Vendor TowlLines: 1 VendorLine: 0 VendorCustomer: _LegalName: - -

Vendor

I
@
o
3
B

Vendor Line Vendor Customer Legal Name Line Amount ~
Accounting 0

[

BE

FEsiing] From 1 to 1 Total: 1 Go to line

LV TSR G BV I Fund Accounting | Detail Accounting ﬂ
Vendor Customer: & Vendor Contact ID: 4
Legal Name: Vendor Contact
Name:
Alias/DBA: Vendor Contact v
Phone:

i save | ¥ Undo| |[24Insert New Line || [ Insert Gopied Line | | E4 Edit with Grid |

Accounting Total Lines: 0 Accounting Line: none Line Amount: none (]
Posting Total Lines: 0 Posting Line: none o
[ GCopy | Validate | | £3 submit| | [f Discard | & Print | Processing= | | Workflow~ | | Filer | | 3 Close |

Navigate to and complete the Accounting component of the document.
1. Click on the General Information tab
2. Inthe Document Navigator Panel, click Accounting
3. Inthe Accounting component, click the Insert New Line button
4. On the General Information tab, in the Event Type field, enter PRO6

5. Inthe Line Amount field, enter $1199.99
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WAF'S Jump to: 3|ﬂ @ Home: 6@ Personalize @Accessibility Iﬂ App Help f, About @

Welcome, Student 7 Procurement | Budgeting
Internal Purchase Order{IPO) Dept: 107 ID: 150404000010 Ver.: 1 Function: New Phase: Draft j

Accounts Receivable

Accounts Payable

Document Navigator X I | Total L 1A ing Line: 0_ Line A “ 00_LineO A -
Header
-— Accounting Line Line Amount Line Closed Amount Line Open Amount Event Type ~

‘endor

0 $0.00 L}
Accounting
From 1 to 1 Total: 1 Go fo line Go

Posting J

= List View
LV EVETNL T BV | Reference | Fund Accounting | Detail Accounting ﬂ

Event Type: PRO6 4| Budget FY:
Accounting g | Fiscal Year:
Template:

Line Description: Period:

Line Closed

Amount:
Line Amount: | 19999 % Line Closed Date: v

i save | 5 Undo | | [24 Insert New Line | | [ Insert Copied Line | | F4 Edit with Grid |

(% Gopy | Validate | | £4 submit| [ [F Discard | & Print | | Processing~ | | Workiow~ | [ File= | [ E3 Close |

Click the Fund Accounting tab. At a minimum, enter the following information on the Detail Accounting
tab: Fund, Department, unit, Appropriation Unit, object, task.

1. Inthe Fund field, enter the data from your student data card
2. Inthe Department field, enter the data from your student data card

3. Inthe Unit field, enter the data from your student data card

e

In the Appr Unit field, enter the data from your student data card

5. Inthe Object field, enter 7599

wAFIs Jump to: £|ﬂ mHnme E&Pemnnalize @A:cessihﬂfw @App Help f: About @

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Internal Purchase Order(IPO) Dept: 107 |D: 150404000010 WVer.: 1 Function: New Phase: Draft j

Document Navigator x = - B - - A " 5
Header
From 1 to 1 Total 1 Gotoline:| | o ~
Vendor
Accounfing
Posfing = List View
General Information | Reference [ZILUE: e tULGUE Detail Accounting Y < |
—|
Fund: | 5007 & Object: | 7599| & OBSA: &
Sub Fund: | Sub Object: & Sub OBSA: &
Department: | 107 | Revenue: & Dept Object: 4
Unit: | 0107 $| Sub Revenue: $| Dept Revenue: 3\
Sub Unit: | BSA: &)
Appr Unit: | 1070000 & Sub BSA: hiA|
W
Fl save | 5 Undo | | B4 Insert New Line || [ Insert Copied Line | | E4 Edit with Gid |
[ Gopy | Validate | E4 Submit ‘ [ Discard | = F‘rint| Processing™ Wnl‘kﬂnwvl Filew | | 4 Close ‘
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Click the Detail Accounting tab.
1. Inthe Task field, enter the data from your student data card

wAFIs Jump to: 4| o @ Home é’ Personalize @Accessibihw @App Help ﬂ'ﬁ About @
Weilcome, Student 7
Internal Purchase Order(IPO) Dept: 107 ID: 150404000010 WVer.: 1 Function: New Phase: Draft

Procurement

Budgeting | Accounis Receivable | Accounts Payable

Document Navigator B3| = o o : - 5000 Line 0 A
Header
From 1 to 1 Total: 1 Gotoline:| || o ~
Vendor
Accounting
Posting = List View
General Information | Reference | Fund Accounting [EVEETFTElITT ] ﬂ
—
Location: $| Reporting: $| Major Program:
Sub Location: 3| Sub Reporting: 3| Program: 3\
Activity: & Task: 107000 |4/ Phase: &
Sub Activity: & Sub Task: & Program Period: 4|
Function: | Task Order: a&|
Sub Function: &
W
H save | £ undo ‘ [24 Insert New Line | [E4 Insert Copied Line | Ef Edit with Grid
[ Gooy | validate | | £3 submit| | [ Discard | & Piint | | Processing= | | Worklow~ | | Filex | | E3 Close |

2. Check the IPO document for errors and submit it.

3. Click the Validate button to check for errors. If any errors exist, fix the errors and click the
Validate button again. If the validation is successful, the following message is displayed in the
upper left corner of the screen: Document validated successfully

< AFIS

Welcome, Student 7

Jiew All 1 of 2 | i Document validated successfully

4. Click the Submit button to submit the document for approval. If the submission is successful,

the following message is displayed in the upper left corner of the screen: Document submitted
successfully - Pending Approval

G AFIS

Welcome, Student 7

Wiew All 1 of 2 | i Document submitied successfully

5. Record the Document ID of this document. #

6. Click Close to return to the Document Catalog

7. Click Home in the Primary Navigation Panel to return to the Home Page
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The Internal Purchase Order (IPO) document updates the Accounting Journal (JACTG) along with other
journal and budget tables. Journals record all accounting transactions that are posted within AFIS. The
Accounting Journal is the primary record of all accounting transactions within AFIS. Additional journals
exist as subsets of the Accounting Journal and have certain types of accounting transactions that post to
them.

Accounting Journal (JACTG)

The Accounting Journal (JACTG) is used to query accounting transactions created in AFIS. There are
thousands of records in the JACTG. The search criteria is used to limit the record lines returned. Records
returned from a search can be added together using the Calculate Total link to provide the total for all of
the Posting Amounts for all documents returned by the search filters.

R)

Research updates made by the Internal Purchase Order

Scenario
You want to verify that the Internal Purchase Order exists by searching the Accounting Journal.

Login to the AFIS Home Page. Navigate to the Accounting Journal.
1. Inthe Jump to field, enter JACTG
2. Click Go
Search for the Internal Purchase Order document.
1. Inthe Department field, enter the data from your student data card

2. Inthe Doc ID field, enter the data from the previous activity. You can also search by other fields
such as Fund or Appropriation Unit

3. Inthe Doc CD field, enter IPO. This is not required but if you know the code you can narrow
down the search

(=2 Search - Internet Explorer — O bt
Run Tm: || B Revenue :
Doc Record Date = BER BSA :
Fiscal Period : Activity :
Fiscal Year : Major Program :
Budget FY : Program :
Posting Code : Phase :
Department : Program Period :
Fund : Doc CD :
Appr Unit = Doc Dept :
Uit = Doc ID :
Function : Vendor Customer :
Ohject =
Ok Clear Cancel
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4. Click Ok

Observe the document information in the Accounting Journal.

< AFIS

Welcome, Student 7

Training - Financial

Meszage Center
E Search
Page Search
Document Catalog
Report Search
History
Favorites

Administration

Accounting Journal

Jump o JACTG

Procurement

Budgeting

&
A

Run Tm Document
0400572015  1PO 107 1504040000101
04/0572015 1PO,107.150404000010,1

First Prev Next Last Download
Fh

Copy Search

Calculate Total  Calculated Amount :

w General Accounting

Doc Record Date

Doc Pstng Ln  DriCr

1
1

D 0440412015 [E5] Posting Pair:

Fiscal Period @ 10 Posting Code :

Figcal Year: 2015 DriCr:

Budget FY : 2015 Ln Func :

Fizcal Quarter: 4 Pstng Am :
Event Category : PR Incr/Ders

Event Type : PROG Run Tm :

Bank Account :

]

Pstng Am

$199.99

c (5199.99)

A

POOS

D
Standard
£199.99

040572015

[v]

P Fund Accounting

P Organizational

b Cost Accounting

1. Select the line for the IPO document in the grid

2. Observe the sections displayed in the scalar

3. Click the Document link in the grid. The IPO document opens

4. Explore the document in read-only mode

Close out and return to the Home Page.

1. Click Close in the IPO document screen

2. Click Home in the Primary Navigation Panel to return to the Home Page
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When an Internal Purchase Order (IPO) document contains errors, it must be modified or cancelled
(whether a modification or cancellation is used depends on the document phase.) If the document is in
Draft phase, pending submission, it can be modified by editing the document or removed from AFIS by
discarding the document. If the document is in Final phase, certain fields can be modified by editing the
Final document or it can be cancelled by discarding the Final document. When modifying or discarding a
document in Final phase, a Modification or Cancellation version of the document is created in Draft
phase and must be submitted and approved to process the change or reverse the original document.

pr—

f' Cancel an Internal Purchase Order

Scenario
You have received a request to cancel an Internal Purchase Order document that was created in error.

Login to the AFIS Home Page. Search for the Internal Purchase Order document.
1.

2.

In the Secondary Navigation Panel, click Search

Click Document Catalog

In the Code field, enter IPO

In the Dept. field, enter the data from your student data card
In the ID field, enter the Document ID

Click Search

In the grid, click the ID link for the IPO document. The document opens.
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MAFIS Jump to: JACTS @ E i Home }?Persunanze Q) Accessiviity [g] AppHeip . About | [5]

Welcome, Training 1 Procurement | Budgeting | Accounts Receivable | Accounts Payable
Wiew All 1 of 1| This posting is not allowed by BFY Profile A, stage 4 (A2079)

Internal Purchas:ﬂrder(lPO)| Dept: 107 ID: 150601000012 Ver.: 1 Function: New Phase: Final |j a

Document Navigator (%]

Header
= List View
Vendor
_ [N ETE N GGG Extended Description | Contact | Document Information
Accounting
Posting Document Name: |nternal Purchase Order Billing Location: 3|
Shipping Location: &)
Record Date: 06/01/2015
Delivery Date:
Budget FY: 2015
Cited Authority: 4|
Fiscal Year: 2015
Actual Amount: $1,199.99
Period: 12
Closed Amount: 50.00
Accounting Profile:
9 2| Closed Date:
Expected Amount: $0.00 Open Amount: §1,199.99
Document Description: Record an internal encumbrance 7 Referenced Amount: 50.00
on funds
Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer: Legal Name:
Accounting Total Lines: 1 A ing Line: 1 Line Amount: $1,199.99 Line Open Amount: 51,199.99
Posting Total Lines: 1  Posting Line: 1
Edit | [ (%) Gopy | [ 55 Copy Forward | [3 Discard | = View PDF | | & Print | | Processing~ | | workflow= | | File | | [ Close

Create a cancellation version of the Internal Purchase Order document.
1. Inthe document, click the Discard button

2. A pop-up window is displayed asking if you are sure, click Ok

You have selected to discard the current document version. If that was

your intention, select OK. If not, select Cancel to return to the
document.

K Cancel

The new Cancellation version of the document is created in Draft phase.

WAFIS Jump toc| JACTG $|ﬂ m Home 6?—’ Personalize @Accessiblilv EApp Help f’ About @

Welcome, Student 7 Procurement Budgeting Accounis Receivable | Accounts Payable
Internal Purchase Order{IPO) | Dept: 107 1D: 150404000010 Ver.: 2 Function: Cancellation Phase: Draft j i
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3. Click Validate

4. If the document validates successfully, click Submit
Close out and return to the Home Page.

5. Click Close in the IPO document screen

6. Click Home in the Primary Navigation Panel to return to the Home Page
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Internal Exchange Transaction (IET)

Learning Objectives

In this lesson, you will:

= Examine the Internal Exchange Transaction document

= Create an Internal Exchange Transaction document

Lesson Overview

The Internal Exchange Transaction (IET) document can be used to record intra-agency Fund transfers in
a single document. The expectation is that the COA information for both parties is known by the creator
of the IET document. An IET document can reference and either partially or fully liquidate an Internal
Purchase Order (IPO) document.

Documents in AFIS contain various components, sometimes referred to as sections. Internal Exchange
Transaction (IET) documents contain four components. As a rule of thumb, it’s a good idea for the
agency that is requesting/receiving the Funds to be the Initiator. Think of it like this, you want the
money, then you need to do the work.

Y\

—

Review an Internal Exchange Transaction (IET) Document

Scenario
Review the Internal Exchange Transaction Document to learn the different components.

Login to the AFIS Home Page. Review the Internal Purchase Order.
1. Inthe Jump To field, enter IET
2. Inthe Dept. field, enter the data from your student data card
3. Click the triangle to open the document state area
4. Select Final phase
5. Select Submitted status
6. Click Browse. The IETs in final submitted status for the Department entered are listed below
7. Click the hyperlink for the $500 IET.
Review the components of the IET with the Instructor.

The Internal Exchange Transaction document has four components that contain the information for the
processing of the exchange transaction: The Header, Exchange Details, 2nd Party Accounting and
Posting component.
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Header

The Header component stores values that can apply to all components of the IET document. In the
Header component, users can enter a date or allow this field to default based on the current system
date when the document is submitted.

= Record Date — Enter a date or allow the system to default during document submission

= Budget FY — Enter a budget fiscal year or allow the system to default based on the Record Date
= Fiscal Year — Enter a fiscal year or allow the system to default based on the Record Date

= Period — Enter an accounting period or allow the system to default based on the Record Date

= |nitiator - Select Provider/Seller if the 1stParty is receiving cash. Select Receiver/Buyer if the 1st
Party is sending cash.

Exchange Details

The Header component stores values that apply to all components of the IET document. In the Header
component, users can enter a date or allow this field to default based on the current system date when
the document is submitted.

The Exchange Details section has six tabs: General Information, 2nd Party Information, 1st Party
Reference, 1st Party Fund Accounting, 1st Party Detail Accounting, 1st Party Service Dates.

(e TGN G uB M 2nd Party Information | 1st Party Reference | 1st Party Fund Accounting || 1st Party Detail Accounting | 1st Party Service Dates

Event Type: IN04 ﬁ Budget FY:
Accounting Template: ﬁ Fiscal Year:
Line Amount:  $500.00 Period:
Calculated Amount: §g.00 Bank: BKD4 ﬁ
Accounting Profile: A

Exchange Details — General Information
The required fields on the General Information tab are:

= Event Type — Enter an appropriate Event Type or select one from the pick list
= Line Amount — Enter an amount for the current line

Exchange Details — 1st Party Fund Accounting
The required fields on the 1st Party Fund Accounting tab are:

=  Fund

= Department

= Unit

=  Appropriation Unit

= Object or Revenue (if applicable)
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Exchange Details — 1st Party Detail Accounting
If a Function was entered on the 1st Party Detail Accounting tab, it may have inferred the Task. The Task
is a required field and will need to be entered if it was not inferred.

2nd Party Accounting

The 2nd Party Accounting component contains information that pertains to the 2nd Party in the
transaction. Users must first insert a line and then complete the required fields on the General
Information and Fund Accounting tabs.

L EEI Ny References | Fund Accounting | Detail Accounting || Semvice Dates

Event Type: IN04

Accounting Template: i |

Line Description:

Line Amount: | $500.00

PY Accrual/Clearing %:

2nd Party Accounting — General Information
The required fields on the General Information tab are:

= Event Type — Enter an appropriate Event Type or select one from the pick list
= Line Amount — Enter an amount for the current line

The other fields on the General Information tab are optional. This tab is also where the user can select
an Accounting Template, which will infer COA elements on the Fund Accounting and/or Detail
Accounting tabs.

2nd Party Accounting — Fund Accounting
The required fields on the Fund Accounting tab are:

®*  Fund - Fund code
= Department — Department code
=  Unit - Unit code

= Appr Unit — Appropriation Unit
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= Object or Revenue- This field is conditionally required based on the Initiator or Event Type
entered

The other fields on the Fund Accounting tab are optional but may be used to further identify the COA
elements on the transaction.

2nd Party Accounting — Detail Accounting
Task is the only required field on the Detail Accounting tab; however, the Function field can be used to
infer the Task or additional COA elements.

Posting
The information entered in the above sections is summarized on the Posting component. No entry is
allowed but a final review by the user can be completed.

— .
f Create an Internal Exchange Transaction (IET) Document

Scenario
You have received a request to create an Internal Exchange Transaction (IET) Document to record an
internal transfer of funds.

Login to the AFIS Home Page. Create a new Internal Exchange Transaction document.
1. IntheJump To enter IET

2. Inthe Dept. field, enter the data from your student data card

3. Check the box for Auto Numbering

4. Click Create. The new IET document opens to the Header component
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MAFIS Jump to: ET 3\& P Home é‘-’Pswonallze Q) Accessivility [ App Help ) Avout | [

Procurement | Budgefing | Accounis Receivable | Accounts Payable

Welcome, Training 1
Internal Exchange Transaction(IET)  Dept: 107 ID: 150601000030 Ver: 1 Function: New Phase: Drafi | | ~|

Leln eI G EL I 15t Party Information | Extended Description | Document Information

Document Name: Initiator: |Provider/Seller
Delivery Date:
Record Date:
Additional Information:
Budget FY:
Fiscal Year:
Period:

Document Description:

Accounting Profile: &
Expected Amount: 50.00

Actual Amount: 50.00

| save | 5 Undo

Exchange Details Total Lines: 1 Line Number: 1 Vendor Customer: Legal Name:

2nd Party Accounting Total Lines: 1  Line Number: 1  Line Amount: $0.00
Posting Total Lines: 0 Posting Line: none

IE] Eupy‘ Validahe‘ E Submil‘ & Dm:md‘ e View PDF‘ =1 Plinl‘ Processing~ | | Workilow~ | | File~ | | E§ Cluse‘

Complete the Header component of the document.

1. Inthe Header component, on the General Information tab, in the Document Name field, enter
Internal Exchange Transaction

2. Inthe Document Description field, enter Record an internal transfer of Funds

3. Inthe Initiator field, select Provider/Seller
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WAFIS Jump o] iET 3\ P tome D Personaiize () Accessibiliy [g] AppHelp ) About | [&]

Budgeting

Welcome, Training 1 Procurement

Accounts Receivable | Accounts Payable
Internal Exchange Transaction(IET) | Dept: 107  ID: 150501000030 Ver.: 1 Function: New Phase: Draft |z| ini

= List View
[V EIGIRNIGH I 15t Party Information | Extended Description | Document Information
Document Name: |Internal Exchange Transaction Initiator: Provider/Selier
Delivery Date: =
Record Date: =
Additional Information:
Budget FY:
Fiscal Year:
Period:
Document Description: | Record an internal fransfer of ~
funds v
Accounting Profile: &
Expected Amount: 5000
Actual Amount: $0.00
M
Exchange Details Total Lines: 1 Line Number: 1 Vendor Customer:  Legal Name:
2nd Party Accounting Total Lines: 0 Line Number: none  Line Amount: nong
Posting Total Lines: 0  Posting Line: none
[ copy| [ vaidate] |3 submit| |G Discard | = View POF | | &) Print | | Procsssing= | | Worklowr | | File~ | | E3 Close |

Navigate to the Exchange Details component.
1. On the left side of the screen, click the Open Document Navigator arrow

2. Inthe Document Navigator Panel, click Exchange Details
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GAFIS v

Welcome, Training 1

[ Go| A Home ‘&Pemunanze Q) Accessibiity [g] App Hetp . About (]
Procurement | Budgeting | Accounis Receivable | Accounts Payable
Infernal Exchange Transaction(ET) | Dept: 107 ID: 150601000030 Ver: 1 Function: New Phase: Draft | | ini

Document Navigator ]

Header

[r— Line Number Vendor Customer Legal Name Line Amount Event Type
Exchange Details

2nd Parly Accounting From 010 0 Total: 0

Show Lines Export to G5V,
Posting

= List View

Event Type: a&| Budget FY:

Accounting Template: $| Fiscal Year:

Line Amount: Period:
Calculated Amount: Bank: |

Accounting Profile: 4|

[24 Insert New Line ‘ [ Insert Copied Line ‘ E4 Edit with Grid |

[ Copy | Validate | | £ Submit | | [5 Discard |

5 View PDF | | &) Print | | Prosessing~ | | warkfiow~ | | Fie~ | | 3 Close

Complete the Exchange Details component of the document.
1. Inthe Exchange Details component, click the Insert New Line button

2. On the General Information tab, in the Event Type field, enter INO4

3. Inthe Line Amount field, enter $500
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wAFIs Jump to] IET g\ﬂ 4B Home &‘:Pemnanze Q) Accessivility [ App Help . About | [T

‘Welcome, Training 1 Procurement Budgeting Accounts Receivable | Accounts Payable
Internal Exchange Transaction(IET)  Dept: 107 ID: 150601000030 Ver.: 1 Funcfion: New Phase: Draft j Jes i

Document Navigator [ . - . 2
Header

Line Number Vendor Customer Legal Name Line Amount

= Event Type
Exchange Details
1

$500.00 INO4 ]
2nd Parly Accounting

From 1 fo 1 Total: 1 Show Lines: |10 V| Go to line: Go | | Export ta CSV
Pasing [ev] e
= List View

[N EIELIGL GBI 2nd Party Information | 1st Party Reference | 1st Party Fund Accounting | 1st Party Detail Accounting | 1st Parly Service Dates n

Event Type: | IN04 £| Budget FY:
Accounting Template: 4| Fiscal Year:
Line Amount: | £500.00 Period:
Calculated Amount: 0,00 Bank: 4|
Accounting Profile: 4|

[l save || 5 Undo | | [ nsert hew Line | | [ Insert Copied Line | | 4 Editwith Grid

3 Cony | Vaiidate | | £ Submit| |[G Discard | @ View POF || & Print | | Processing~ | | Workiiow | | File | | {3 Glose |

4. Click the 1st Party Fund Accounting tab
5. Inthe Fund field, enter AD4204

6. Inthe Department field, enter ADA

7. Inthe Unit field, enter 270

8. Inthe Appr Unit field, enter AD43001

9. Inthe Revenue field, enter 4346
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WAFIS Jump to: IET 4 Go m Home ﬁ Personalize @Accessibiiw ﬁApp Help f‘ About @
[ — Procurement | Budgeling | Accounts Receivable | Accounts Payable
Internal Exchange Transaction(IET) | Dept: 107  ID: 150601000030 Ver.: 1 Function: New Phase: Draft j i

Document Navigator (X

Header
[r—— Line Number Vendor Customer Legal Name Line Amount Event Type
Exchange Details -
1 $500.00 IND4 ju]
2nd Party Accounting

From 110 1 Total: 1 Show Lines: | 10 | Go to line: Go | Exporito CSV
Posing o ] EY

= List View
General Information | 2nd Parly Information | 1st Party Reference [REGERCVESIIVRY=IWE 15t Party Detail Accounting | 1st Party Service Dates n

Fund: |AD4204 &| Object: & OBSA: &
Sub Fund: & Sub Object: & Sub OBSA: &
Department: | ADA & Revenue: 4345| & Dept Object: &|
Unit: | 2700 & Sub Revenue: & Dept Revenue: &
Sub Unit: | BSA: |
Appr Unit: | AD43001 | Sub BSA: |

H save | 5 Undo

[« Insert New Line || [ Insert Copied Line | | 4 Editwith Giid

[ Copy | Validate | | £3 submit| | [3¢ Discard | 5 View PDF | | & Print | | Processing= | | workflow | | File | | 3 Close |

10. Click the 1st Party Detail Accounting tab
11. In the Task field, enter 800000

12. In the Sub Task field, enter 850000
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wAFIs Jump o] IET 4 [co| £ Home f’Pemonanze Q) Accessiviiity [ App Help . About | ]
Welcome, Training 1 Procurement Budgeting Accounis Receivable = Accounts Payable
Internal Exchange Transaction(lET) | Dept: 107 ID: 150601000030 Ver.. 1 Function: New Phase: Draft j i 0

Document Navigator (%] - . = b W e 0 E

Header
- Line Number Vendor Customer Legal Name Line Amount Event Type
Exchange Details
1 5500.00 INO4 o
2nd Parly Accounting

From 1 to 1 Total: 1 Show Lines: |10 | Go to line: Go | | Exportto CSV
Pesing [ov] e

General Information | 2nd Party Informafion | 1st Party Reference | 1st Party Fund Accounfing 1st Party Service Dates ﬂ
Location: & Reporting: & Major Program:
Sub Location: & Sub Reporting: &| Program: &
Activity: & Task: 800000 | AR| Phase: &
Sub Activity: & Sub Task: 850000 4R/ Program Period: &
Function: &| Task Order: &|
Sub Function: A

[l save || 5 Undo |  [E« Insert New Line || [E Insert Copied Line | E4 Editwith Grid

[ copy | Validate | | £3 submit | | [§ Discard | = View PDF | | & Print | | Processing~ | | worktiow= | | File~ || [ Close |

Navigate to and complete the 2nd Party Accounting component of the document.
1. Inthe Document Navigator Panel, click 2nd Party Accounting
2. Inthe Accounting component, click the Insert New Line button

3. Inthe Line Amount field, enter $500
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GAFIS

Welcome, Training 1

[ co| % Home éspemnanza Q) Accessivility [g] App Help < About | [
Procurement | Budgefing | Accounis Receivable | Accounts Payable
Internal Exchange Transaction(IET) | Dept: 107  ID: 150801000030 Ver.: 1 Function: New Phase: Draft || =] ini

Document Navigator  [X) :
Header
: Line Number Line Amount Event Type
Exchange Details -
_— [} )
2nd Party Accounting
From 1 to 1 Total: 1

pesing Show Lines: Gotoline:| || Go| | Exportto cSV

= List View
[EENEEIRNGINEI N References | Fund Accouniing | Detail Accounting | Service Dales

Event Type: Budget FY:
Accounting Template: &) Fiscal Year:
Line Description: Period:
Bank: el
Billing Profile:
Line Amount: | 500| x
AR Dept:
PY AccrualiClearing %:
AR Unit:
Central Statement BPRO:

[l 5ave | 5 Undo | |[2dinsert New Line | | [2q Insert Copied Line | | E4 Editwith Grid

[ Cony | Vaidate | [ £ Submit| | [Gg Discara |

a View POF | | & Print | | Processing~ | | workfiov~ | | Fiie= | [ £3 close |

4. Click the Fund Accounting tab

5. Inthe Department field, enter the data from your student data card

6. Inthe Object field, enter 6251
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WAFIS Jump o ET 3\ i Home ﬁ Personalice XY Accessibitiy [g] AppHelp . About | [5]
Welcome, Training 1 Procurement | Budgeting | Accounis Receivable | Accounts Payable
Infernal Exchange Transaction(IET) | Dept: 107 ID: 150601000030 Ver: 1 Function: New Phase: Draft | | e ini

06/01/20

Document Navigator ] = = = . :

Header
i Line Number Line Amount Event Type
Exchange Defails -
2nd Party Accounting g W
arty Accounting
postng From 110 1 Total: 1 Show Lines: Gotoline:| | ol
General Information | References Detail Accounting | Service Dates ﬂ
Fund: EAl Object: 6251 EAl OBSA: &|
Sub Fund: & Sub Object: &) Sub OBSA: &
Department: | 107 & Revenue: & Dept Object: &
Unit: & Sub Revenue: &) Dept Revenue: &
Sub Unit: & BSA: &)
Appr Unit: | Sub BSA: &
| Ei save \ \ 5 Undo \ \_-E]=4 Insert New Line | E“ Insert Copied Line | | £ Edit with Grid |
[ (b copy| [Ey vaiicate| | E3 submit| [ Discard | mawewFDFH@P-imHPmoes:hgvHkaﬂwv||anse|

7. Click the Detail Accounting Tab

8. Inthe Function field, enter the data from your student data card
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WAFIS Jump fo:] IET 4 co| | P Home &Pemnakze ) Accessibity [g] App Hetp . about | (&)

‘Welcome, Training 1 Procurement Budgeting Accounts Receivable  Accounts Payable
Internal Exchange Transaction(lET) Dept: 107 ID: 150601000030 Ver.: 1 Function: New Phase: Draft j

Document Navigator [ = r— = . :

Header
_ Line Number Line Amount Event Type
Exchange Details
2nd Party Accounti g L]
nd Party Accounting
From 1 to 1 Total: 1 Show Lines: | 10 | Go fo line: Go | Exportto CSV
posting [ Jiso] [Emorttocsv]
= List View
General Information | References | Fund Accounting EHEIRHINTNE Service Dates a
Location: & Reporting: & Major Program:
Sub Location: & Sub Reporting: & Program: &
Activity: & Task: | Phase: &
Sub Activity: 4| Sub Task: &| Program Period: &
Function: | 1075205 & Task Order: &
Sub Function: &

[ Save || % undo|  [24 insert New Line || [2¢ nsert Copied Line | | E4 Edit with Grid

[ Gopy | Validate | |£3 Submit| |[ Discard |

o= View PDF | & Prin(‘ Processing= Wofkﬂuwvl Filer | 3 Closel

Check the IET document for errors and submit it.

1. Click the Validate button to check for errors. If any errors exist, fix the errors and click the
Validate button again. If the validation is successful, the following message is displayed in the
upper left corner of the screen: Document validated successfully

2. Click the Submit button to submit the document for approval. If the submission is successful, the

following message is displayed in the upper left corner of the screen: Document submitted
successfully - Pending Approval

3. Click Close to return to the Document Catalog

4. Click Home in the Primary Navigation Panel to return to the Home Page
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Inter-Agency Transfer

Learning Objectives

In this lesson, you will:

= Examine the Inter-Agency Transfer documents
= Create an Internal Transaction Initiator document
= Create an Internal Transaction Agreement document

= Cancel an Inter-Agency Transfer documents

Lesson Overview

A transfer of funds between agencies when the buyer and seller sides are to be processed by separate
parties can begin with or without the creation of an encumbrance document. If an encumbrance is not
needed, the process begins with the creation of an Internal Transaction Initiator (ITI) document, which is
then copied forward to an Internal Transaction Agreement (ITA) document.

If an Internal Purchase Order (IPO) has been created, it can be used as a reference document for an
Inter-Agency Transfer. The IPO can be entered on either the ITl or ITA document. It is recommended the
buyer is the ITA agency as the Buyer/Receiver.

This process uses a two-document method that involves the first Department (Party 1) creating an
Internal Transaction Initiator (ITl) document (that may reference the IPO, if applicable), followed by the
creation of an Internal Transaction Agreement (ITA) document that allows the second Department
(Party 2) to view and accept the amount billed/paid, enter their COA elements, and amount being
transferred.

There are many times when one agency provides services to another agency and needs to collect funds
for payment. Typically, the agency that is requesting the funds provides or performs the goods or
services. The easiest way to remember this rule is if you do the ITI (the work), you are responsible for
requesting your payment.
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Example: GAO (General Accounting Office) processing an ITl to send funds to DPS (Department of Public
Safety) for fingerprint payments.

ITI - The agency initiating the transfer

The agency requesting the transfer
completes the ITI. The default
Initiator is Receiver/Buyer*

GAO is sending cash. The Initiator

Jreulk e rEaEE e GAO submits ITI document.

Approver

A ives the IT1 i Approver uses Copy/Forward to Approver saves or validates but is
n approvzr receives the it in copy the ITI to an ITA to PSA unable to submit. It is saved in draft
WS GRS agency mode.

ITA Agency

PSA completes the 2nd party
PSA opens the ITA in draft mode Account component. Event type PSA validates and submits the ITA
must match ITI

Approver

Document handled through workflow and pending Transfer of Funds does not occur until ITI and ITA are
Department Approver (Finance) in final status
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Initiator Box

oSystem Default
. eUsed when agency is providing a
Provider/Seller service

eUsed when agency is requesting
funds

*Must select, not a system default

eSelected when agency is receiving

Receiver/Buyer service

eSelected when agency is sending
funds

If the agency providing services and receiving cash is creating the ITI, then the Initiator is the
Provider/Seller.

Initiator is Receiver/Buyer if the first party is sending the funds or receiving the services.

Review an Internal Exchange Transaction

pr—

) . . -
f Review an Internal Transaction Initiator Document

Scenario
Review the Internal Transaction Initiator document to learn the different components

Login to the AFIS Home Page. Review the Internal Transaction Initiator document.
1. Inthe Jump To field, enter ITI

2. Inthe Dept. field, enter the Department 100
3. Select the hyperlink for Document number 141007000022 to open the ITI
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Internal Transaction Initiator Header

The Header component of the ITI document contains information that applies to the entire document.
The General Information tab is the only tab that requires user input. The General Information tab has
fields for recording description and date information, as well as selecting the Initiator of the two
document transaction method. The date fields, Record Date, Budget FY, Fiscal Year, and Period can
either be entered by the user or allowed to default to current if left blank.

If the agency providing services and receiving cash is creating the ITI, then the Initiator is the
Provider/Seller.

Initiator is Receiver/Buyer if the first party is sending the funds or receiving the services.
MAFIS Jump o7 M 3|ﬂ P Home }?Pmonalize Q) Accessivility [l AppHelp . About

Welcome, Training 1 Procurement Budgeting | Accounis Receivable | Accounts Payable

Internal Transaction Initiator(ITl)  Dept: 100  ID: 141007000022 Ver.: 1  Function: New Phase: Final j
= List View
Reh e IR S B GO 15t Party Information | Extended Description | Document Information
Document Name: Initiator: Provider/Seller v
Delivery Date: =
Record Date: 10072014 [
Additional Information:
Budget FY: 2015
Fiscal Year: 2015
Period: 4
Document Description:  Instructor
Accounting Profile: 4|
Expected Amount: 50.00
Document Amount: $500.00
Closed Amount: 50.00
Closed Date:
¥
Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer:  Legal Name:
Accounting Total Lines: 1 ing Line: 1 Line Amount: $500.00
] Ed\ll [ Copy ‘ [% Copy Forward ‘ [$ Discard ‘ @m View PDF ‘ = F'rmll Processing™ Wnrﬂlnwv‘ Filex | | E§ Close

Internal Transaction Initiator Vendor
The Vendor component of the ITI document will not be used and requires no data entry by the user.

Internal Transaction Initiator Accounting

The Accounting component contains tabs for collecting the COA information for the document initiator.
In this component, the General Information, Reference, Fund Accounting, and Detail Accounting tabs
are available. An Accounting Template or Function can be used on the Accounting component to infer
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the COA elements on the Fund Accounting and Detail Accounting tabs. An Event Type must also be
selected on the Accounting component.

Y\

Create an Internal Transaction Initiator Document

Scenario
Review the Internal Transaction Initiator document to learn the different components

User is logged into the AFIS Home Page. Create a new Internal Transaction Initiator document.

1. IntheJump To enterITI
2. Inthe Dept. field, enter the data from your student data card
3. Check the box for Auto Numbering
4. Click Create. The new ITI document opens to the Header com
MAFIS Jump to 1 3|ﬂ P Home éﬁpsmnanze Q) Accessiviity [l appHelp € About | (]

Welcome, Training 1 Procurement

Budgeting | Accounts Recsivable | Accounts Payable
Internal Transaction Initiator(ITl)  Dept: 107 ID: 150601000025 Ver.: 1 Function: New Phase: Drafl j ini 06/01/20

= List View
(e LIE IR GL G ETGU 15t Party Information | Extended Description | Document Information
Document Name: Initiator: Fmvide'}SeHerﬂ
Delivery Date: |
Record Date: 2
Additional Information:
Budget FY:
Fiscal Year:
Period:
Document Description:
Accounting Profile: &
Expected Amount: |50.00
Document Amount: $0.00
Closed Amount: 50.00
Closed Date:
¥
Fi save | ) undo
Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer:  Legal Name: |
Accounting Total Lines: 1 Accounting Line: 1  Line Amount: 50.00 |
[ Copy | Valdate | [ 3 submit| |[5 Discard | @ View POF || & Print | | Processingv | | workfow~ | | Filex | | £3 Close |

Complete the Header component of the ITI document.

1. On the General Information tab, in the Initiator field, select Provider/Seller

GAFIS - internal use only ADOA-GAO  9/01/2019 General Accounting 68



AFIS MANUAL:

2. Inthe document description area, type motor pool services
Complete the Accounting component of the document.
1. Click the Accounting component at the bottom of the screen
2. Inthe General Information tab, in the Event Type field, enter INZ3
3. Inthe Line Amount field, enter 500
~WAFIS

Welcome, Training 1

Jump fo m

E\E P vome S Personalize ) Accessiviity [g] AppHelp ¢ About | [&]

Accounts Receivable

Procurement
Internal Transaction Initiator(ITl) = Dept: 107 ID: 150601000025 Wer.: 1 Function: New Phase: Draft j

Budgefing Accounts Payable

| Header
| Vendor Total Lines: 1 VendorLine: 1 Vendor Customer: Legal Name:
Accounting Line Line Amount Event Type Closed Date
1 $500.00 INZ3
From 1 to 1 Total: 1 Show Lines: Goto line: D Go| Exportto GSV.
= List View
(e GGG Reference | Fund Accounting || Detail Accounting ﬂ
—
Event Type: |JNZ3 & Budget FY:
Accounting Template: 3\ Fiscal Year:
Description: Period:
M Bank: &
Service From:
Line Amount: | 550000
Service To:
Closed Date:
Billing Profile:
AR Dept:
AR Unit:
i save || 5 undo | | EA Editwith Grid |
& Cnpyl Validate‘ 3] Suhmill [ D\scandl o= View PDF‘ = Print‘ Processing= Wnrkllovrv| File~ | | B3 Clnse‘

4. Click the Fund Accounting tab
5. Inthe Department field, enter ADA

6. Inthe Revenue field, enter 4346
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SAFIS

Procurement Budgeting

Welcome, Training 1 Accounts Receivable | Accounts Payable

ning1 , 06/01/20
| Header
‘ Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer: Legal Name:
Accounting Line Line Amount Event Type Closed Date
1 3500.00 INZ3
From 1 to 1 Tofal: 1 show Lines: [10 | Gotoine:[ | Go|
General Information | Reference Detail Accounting
Fund: & Object: &| OBSA: &
Sub Fund: & Sub Object: & Sub OBSA: &
Department: | ADA 3| Revenue: 4344 $| Dept Object: 3‘
¥ Unit: 3| Sub Revenue: 3| Dept Revenue: 3‘
Sub Unit: 2 BSA: &
Appr Unit: 4| Sub BSA: 4|
\Fl save || 5 undo|  E4 Editwith Grid |
| copy| () vaiate | | £3 submit| |[ Discard | 5 Visw POF | | ) Prnt | | Processing= | | worktiow~ | | Fiie~ |

7. Click the Detail Accounting tab
8. In the Function field, enter Motor12345

WAFIS Jump to] m 3| &P Home éﬁwemnaﬁze Q) Accessibilty g1 App Help f avout | [T

Welcome, Training 1 Procurement | Budgefing | Accounis Res Accounts Payable
nternal Transaction Initiator(ITl) | Dept: 107  ID: 150601000025 Ver.: 1 Function: New Phase: Draft E Y L 0

| Header e
| Vendor Total Lines: 1 VendorLine: 1 Vendor Customer:  Legal Name: |
il i i i i (=]
Accounting Line Line Amount Event Type Closed Date
1 $500.00 INZ3
From 1 to 1 Total 1 Show Lines: [10 v| Goto ine:| || o]
General Information | Reference | Fund Accounting a
Location: 3‘ Reporting: 3‘ Major Program:
Sub Location: 2 Sub Reporting: @) Program: &)
Activity: a Task: &) Phase: &)
b Sub Activity: & Sub Task: &) Program Period: &)
Function: MOTOR12345 & Task Order: 2|
Sub Function: 2
] save | 5 undo E4 Edit with Grid
|[% copy| | valigate | |E3 submit| |[3 Discard | s View PDF || & Prnt | | Processing= | | workdlow=
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Check the ITI document for errors and submit it.

1. Click the Validate button to check for errors. If any errors exist, fix the errors and click the
Validate button again. If the validation is successful, the following message is displayed in the
upper left corner of the screen: Document validated successfully

2. Write down the Document ID #

3. Click the Submit button

4. Click Close to return to the Document Catalog

5. Click Home to return to the Home Page
-

Approve the ITI and Copy Forward to an ITA
—)
Scenario

You are now the approver for the ITI that you created earlier. In the live AFIS environment, the
approver may not be you, but we are playing that role in class so you can also see how an ITA is
processed.

Login to the AFIS Home Page. Search for and open the Final ITI document.

1. Inthe Jump To box, enter ITI
2. Inthe Dept field, enter the data from your student data card
3. Click Browse

MAFIS Jump to] IT @.ﬂ B vome S Personalize Q) Accessibilty g App Help €, About |

Procurement Budgeting Accounts Receivable Accounts Payable

Welcome, Training 1

311-MA -Financial MA2 Document Catalog
Message Center
Create &b
Search
History w Document Identifier
— Code : 7 & unit:
Dept.: 107 1D:
Administration
Open Admin b User Information
‘Open Financials » Document State
‘Open HRM
Browse Clear
Open Validate Submit Copy
[ code Dept.  Unit D Comments Version Function Phase Status Date UseriD Amount Active Collaboration
0 m 107 150601000025 Ne 1 Hew Final  Submitted 8M/15 frainingl $500.00 Yes No
From1to1of1 First Prev Next Last Export1o CSV  Show Lines: [10 V]
q
Menu
a

4. Click the hyperlink to open the ITI document previously created

Create the ITA document using Copy Forward from the ITI.
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5. Inthe ITI document, click Copy Forward
GAFIS

Welcome, Training 1
Internal Transaction Initiator(ITl) | Dept: 107 ID: 150601000025 Ver.: 1 Function: New Phase: Final j

Jump to mi

g\ﬂ @ Home 2 Personalizs () Accessibilty [g] AppHelp ¢ About (]

Accounts Receivable

Procurement Budgeting Accounts Payable

w

= List View
LN ESIINGHNEITI 15t Party Information | Extended Description | Document Information

Document Name:

Initiator: ProvideriSelier | v |

Delivery Date: s

Record Date: 06/01/2015 =

Additional Infermation:

Budget FY:
Fiscal Year:
Period:

Document Description:

2015
2015
12

motar pool services

Accounting Profile: &)
W Expected Amount: 5000
Document Amount: $500.00
Closed Amount: 5000
Closed Date:
Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer: Legal Name:
Accounting Total Lines: 1  Accounting Line: 1 Line Amount: $500.00

[# Edit] [ Copy | [ @ Gopy Forward | [3 Discard |

s View PDF | [ &) Print | | Processing~ | | Workfiow | [ File= | | £3 Close |

6. On the Copy Forward screen, in the Doc Department Code field, enter the data from your
student data card. This is the agency that is responsible for completing the ITA

Jump fo i

GAFIS

$|ﬂ @Home &Personallze @A:cessimhbf EAppHa\p f’ About @

Accounis Receivable

Welcome, Training 1 Procurement

311-MA - Financial MAZ

Budgefing

Accounts Payable

Copy Forward

Message Center

Menu
Search From Document
History Category : |NT Doc Dept: 107
Favorites Type: Ml Doc Unit :
Code: D
Administration - Im . 150601000025
Select Entire Document : /] Version : 1
Open Admin
-~ ~ To Decument
Open Financials
Doc. Department Code : 100 Document Id :
Open HRM Unit Code : Auto Numbering : ]

Target Doc Type Target Doc Code

v ITA ITA
First Prev Mext Last

Description
Create ITA from ITI

OK | | Cancel

7. Select the Auto Numbering check box. This will auto-number the ITA
8. Select the Target Doc Type of ITA
9. Click OK. The ITA document opens

10. Write down this Document ID #

11. Click Close. This leaves the ITA document in the Draft phase

12. Click Home in the Primary Navigation Panel to return to the Home page. The approving party

is now finished and it is up to the party providing the Funds to approve the ITA that is in his
or her queue in draft phase
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Internal Transaction Agreement

Internal Transaction Agreement

The second document in the Internal Transaction two-document method is the Internal Transaction
Agreement (ITA) document. This document is created by using Copy Forward from an Internal
Transaction Initiator document.

Internal Transaction Agreement Initiator Reference
The Initiator Reference component contains the information copied forward from the ITI document and
should not be changed.

wAFIs Jump to i1 & [co| @rome O Personalize () Accessibiity [g] AppHelp € Avout | (1] |
Accounis Receivable | Accounts Payable
(e EE B iy Lyl 1st Party Information | Extended Description | Document Information
Document Name: Initiator: Prowdeﬂsa”erﬂ
Delivery Date:
Record Date:
Additional information:
Budget FY: | 2015
Fiscal Year: | 2015
Period: |12
Document Description: | motor pool services
Actual Amount: 3000
b
A save | ) Undo
Initiator Reference Total Lines: 1 Vendor Line: 1
2nd Party Accounting Total Lines: 0 Line Number: none  Line Amount: none
Posting Total Lines: 0 Posting Line: none
E] Cupy‘ Vzlidate| E3 Sul:mill 3 D\s::ard‘ = View PDF‘ =) F‘rilll‘ Processing™ Wnrlmmuvl File | | 3 Clnse|

Internal Transaction Agreement 2nd Party Accounting

The 2nd Party Accounting component contains tabs for collecting the information for the 2nd Party in
the transaction. In this component, the General Information, Reference, Fund Accounting, and Detail
Accounting tabs are available. An Event Type must be selected on the General Information tab.

Internal Transaction Agreement Posting

The Posting component does not require data entry by the user. It displays information that is gathered
from the other components of the document. Posting lines contain a summary of the Function as well as
Debit/Credit posting codes and amounts contained in the Internal Transaction Agreement. The Eye icon
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on the right displays the details for each posting line, reflecting the data entered on the General
Information, Fund Accounting, and Detail Accounting from both the ITI and ITA documents.

WAFIS Jump to: IET 3| Go @ Home: 6§j Perzonaiize @Accessibity Iﬁ App Help f’ About @
Welcome, Student 7 Procurement Budgeting Accounis Receivable Accounts Payable
View Allf of 2 | € This posting is not allowed by BFY Profile A, stage 3 (A2079)
Internal Transaction Aqreement(lTA)| Dept: 100 ID: 141007000022 Ver: 1 Function: New Phase: Final -
Header
Initiator Reference Total Lings: 1 Vendor Line: 1
2nd Party Accounting Total Lines: 1  Line Number: 1  Line Amount: $500.00
%‘ il il I =hi;h
Line Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
Lo POO& Res Encumbrance $500.00
| Liquidafion POOS Encumbrance $500.00 *
A0D Cash £500.00
2 Non-Standard aa
on-tandar RO24 internal CR $500.00
D025 Internal CE 5500.00
an
3 Hon-Standard A0D1 Cash $500.00
b
From 1 to 3 Total: 3 Go fo line: |:| Ge
1
@ Edit | @ Copy ‘ E". Copy Forward | |} Discard ‘ @ Print | Processing = Workllow'| File = m Close |
2%

f Approve the ITI and Copy Forward to an ITA

Scenario

You have checked your queue and see a request for $500 to be transferred from your agency to ADA
for motor pool services. You pull up the ITA in Draft phase, complete the 2™ party accounting
information, Validate and Submit.

Login to the AFIS Home Page. Search for and open the Draft ITI document.

1. Inthe Jump To box, enter ITA

2. Inthe Dept field, enter the data from your student data card
3. Click Browse
4

Click the hyperlink on the ID in the previous activity to open the ITA document in draft phase.
Note: It must be opened in draft phase.

Review the information that was copied forward from the ITI document.
1. Observe the information on the Header component of the ITA document
2. Click the Initiator Reference component

3. Observe the information in the Initiator Reference Component.
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MAFIS Jump to: ITA g\ﬂ &P Home éf’ Personalize {3 Accessivilty gl AppHeip . About | [

Welcome, Training 1 Procurement Budgeting Accounts Receivable  Accounts Payable

Internal Transaction Agreement{ITA) | Dept: 100 ID: 150601000025 Ver.: 1 Function: New Phase: Draft -

| Header |
Vendor Line Initiator Doc Code Initiator Doc Dept Initiator Doc 1D Initiator Vendor Line Initiator Accounting Line Line Amount Event Type ID
1 I 107 150601000025 1 1 $500.00 INZ3
From 1 to 1 Total: 1 Show Lines Gotoline:[ | Gol | Exporttocsy
= List View

WG G CIEO W General Information | 2nd Party Information | 1st Party Reference | 1st Party Fund Accounting | 1st Party Detail Accounting | 1st Party Service Dates ﬂ

Initiator Doc Code: ITI Initiator Vendor Line: 1

Initiator Doc Dept: 107 Initiator Accounting Line: 1

Initiator Doc ID: 150601000025

2nd Party Accounting Total Lines: 1 Line Number: 1  Line Amount: $500.00
Posting Total Lines: 0 Posting Line: none
& Edill [% Copy ‘ Validate | Ed Submill [ Discard ‘ ox View PDF | = Print‘ Processing= Workllwrvl Filew | [E§ Close ‘

1. Click the Edit button at the bottom of the screen.
Complete the 2nd Party Accounting component.

2. Click the 2nd Party Accounting component

3. Click Insert New Line button

4. On the General Information tab, Enter the event type, it must match the event type in the ITI
(INZ3)

5. In the Line Amount field, enter $500
Click the Reference Tab.

In training we do not complete the reference tab but if you were referencing an IPO it would be entered
here.

Complete the Fund Accounting tab.
1. Enter the Fund from your student data card
2. Enter the Dept from your student data card
3. Enter the Unit from your student data card
4. Enter the Appropriation Unit from your student data card
5. Enter the Object 6521
Complete the Detail Accounting tab.
1. Atthe minimum enter, the Task from your student data card

2. Check the ITA document for errors and submit it
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3. Click the Validate button to check for errors. If any errors exist, fix the errors and click the
Validate button again. If the validation is successful, the following message is displayed in the
upper left corner of the screen: Document validated successfully

4. Click the Submit button
5. Click Close to return to the Document Catalog

6. Click Home to return to the Home Page

If errors are made or discovered in the document creation or review process, the document can be
cancelled or returned for correction, depending on where in the approval process the document is.

When using the two-document method to complete a transfer:

= The second party discovers errors in the received pending ITA document.
= The ITA document is rejected and the ITI document must be cancelled.

= The initiating party creates a new ITI document.

= The new ITI document is copied forward to a new ITA document.

= The new ITA document is submitted for approval
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General Accounting Reporting

Learning Objectives
In this lesson, you will:

Review reports available in General Account

Lesson Overview
AFIS includes several reports for monitoring General Accounting

The key reports needed to support the AFIS General Accounting business processes are listed below:

=  FIN-AZ-GL-N457 - Open Transfers by Initiating Department - This report shows all open
transfers where ITl is Final and ITA has not been processed

=  FIN-AZ-GL-N343 — General Ledger Activity Report

=  FIN-AZ-AP-N338 — Monthly and Yearly Expenditure Comparison Report

=  FIN-AZ-GL-N368 - Totals for all Revenue & Expenditure Transfers - This report displays all
Revenue & Expenditure Transfers by document, accounting period, Department, Fund

=  FIN-AZ-GL-N371 - Totals for Operating Transfers - This report displays all operating
transfers by document, Department, Fund class and Fund

=  FIN-AZ-GL-N388 - Outstanding Open Items - Lists all Documents with an open balance by
Document Department and Document Code

=  FIN-AZ-GL-N389 - YTD Balance Sheet Detailed Transaction - This report contains the
Detailed General Ledger transactions, starting with beginning balance for the prompted
fiscal year and lists transactions through to the end of the prompted fiscal period.

=  FIN-AZ-GL-N397 - Detailed Transaction Listing - The Report shows detailed journal
accounting transactions for a time range from Date to Date with a given Fiscal Year
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Appendix A

The General Accounting Office is responsible for managing system-wide settings that determine what
happens to accounting transactions at the end of a Fiscal Year or Accounting Period. This lesson reviews
the Open Activity management processes in AFIS as well as some of the available batch jobs and chain
jobs that handle offline processing.

The Accounting Period (APD) table is used to establish, maintain, and validate accounting periods used
in AFIS. Valid accounting periods can be defined for each fiscal year. The APD table can also be used to
provide period-end, period closing, and adjustment period information that affects transaction
processing. The APD table must be updated before beginning a new fiscal year.

For each defined accounting period on the APD table, the following fields are available:

=  Fiscal Year — Enter or use the pick list to select a valid value from the Fiscal Year (FY) table
= Period — Enter the identification number associated with the period within a fiscal year

= Quarter — Enter the fiscal quarter within which this accounting period is defined, there are
four quarters in a fiscal year

= Name — A field for a user defined name associated with the accounting period (should be
descriptive since it is used in reporting)

= End Date — Enter the last calendar date of the accounting period

= Adjustment Period — A check box that, when checked, indicates that the accounting period
is to be used for end-of-the-year adjustments

= Closed — A check box that, when checked, indicates that the accounting period is closed to
further activity (also known as a soft close)

= Closing Process Run — A Yes/No field that is only set to Yes by the offline closing process.
When set to Yes, it indicates that the Closing Process has been successfully run against the
accounting period (also known as a hard close)

The Fiscal Year (FY) table is used to establish and verify the valid fiscal years and budget fiscal years in
AFIS. All transactions and processes must be executed within a valid year. Verification of the fiscal year
used on a transaction not only ensures a valid fiscal year is entered on transactions but also that the
year is open for transactions.
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WAFIS Jump to:| FY ﬁ Go m Home e;g’ Personalize @Accessmilib,' ig App Help f’ About
Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable
Training - Financial Fiscal Year
Message Center Menu Back
[ Search
Fiscal Year End Date Closed Archived Closing Process Run
Page Search
+ 1990 06/30/1990 Yes No es
Document Catalog
1891 06/30/1991 Yes No es
Hepole 1992 0613011392 Yes Mo Yes
History 1893  06/30/1993 Yes No es
1894  06/30/1994 “es No Yes

Favorites

Administration First Prev Nexd Last

Save Undo Delete Insert Copy Paste  Search

4 *Fiscal Year: qgqp
End Date : gg/30/1990 |

Closed:
Archived: [

Closing Process Run:

Soft Close

Each fiscal year record on the FY table is defined by the year and the end date. When the fiscal year is
closed to further activity, the Closed check box needs to be checked, either manually or by the offline
closing process. This type of close is called a “soft” close. Once a fiscal year has been marked as Closed,
only document codes that are both marked “Soft Close Override Allowed” on the Document Control
(DCTRL) table and processed by users with appropriate override authority are accepted by the system.

Hard Close

For a fiscal year record on the FY table, the Closing Process Run check box is checked only by the offline
closing process. This type of close is called a “hard” close. Once a fiscal year has been marked as Closing
Process Run, only document codes that are both marked “Hard Close Override Allowed” on the
Document Control (DCTRL) table and processed by users with appropriate override authority are
accepted by the system.

Certain types of open accounting activity need to be addressed at fiscal year-end. One reason for this is
that such activity would be selected by the Annual Close process and closed out as a nominal account. In
the case of a real account, the activity would be rolled forward into the new fiscal year. Open
encumbrances using budgets that are expiring will be lapsed at the end of the fiscal year. For example,
Type 1 appropriations will lapse at the end of each administrative adjustment year, while other multi-
year Type 2 appropriations will not lapse until the end of the final year of the budget.

Encumbrances that are not subject to lapse will not be rolled forward to the new fiscal year (FY).
Instead, they will be tracked using the original budget fiscal year (BFY) and continue to match the BFY of
the associated budget.

Accounting Based Document Lapse

When accounting documents, such as General Accounting Pre-Encumbrance (GAP) and General
Accounting Encumbrance (GAE) documents, are lapsed, an Accounting Based Document Lapse (ABDL)
document is created with a zero-dollar final reference to close out the remaining open balance. This way
the original line amount is retained on the document when activity is lapsed.
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The ABDL document contains the same sections and fields as the GAP and GAE documents. The ABDL
document should only be created by the Open Activity Lapse chain job, which is run in Update mode.

Roll/Lapse Detail Pre-Selection

The Roll/Lapse Detail Pre-Selection (RLPSD) page identifies each selected open accounting line found
when the Open Activity Roll, Open Activity and Budget Roll, or Open Activity Lapse chain jobs are run in
Pre-Selection mode.

There are two fields that allow user interaction. The Approved check box indicates if a pre-selected
record is approved for roll, lapse, or accrual. The Action drop-down menu has four choices: Roll, Lapse,
Accrue, and No Action. If Roll, Lapse, or Accrue action is selected, an offline batch program is run to
process the activity. If No Action is selected, the record will not be picked up by any of the offline batch
programs.

Roll/Lapse Summary Pre-Selection

The Roll/Lapse Summary Pre-Selection (RLPSS) page is a summary query of the RLPSD page that
simplifies the process of approving or un-approving all of the accounting lines on the RLPSD for a given
document at one time for one of the four actions: Roll, Lapse, Accrue, and No Action.

The RLPSS page data consists of a link to open and review the document as well as summary amounts
that give a total closed and total open for all selected accounting lines of a document. When all
accounting lines for a document on the RLPSD page have the Selected Date field populated, the RLPSD
Closed Amount Sum and RLPSD Open Amount Sum columns on the RLPSS display $0.00, which means
that there is nothing left to Roll, Lapse, or Accrue. The Lines Processed column will also read “All” in this
situation.

Open Activity Options by Department

The Open Activity Options by Department (OAOD) page and batch job by the same name can be
combined to perform a change to the Action and Approved fields on the Roll/Lapse Pre-Selection pages
for multiple combinations of Department and document codes.

Batch jobs and chain jobs are offline automated processes that perform a high volume of tasks
efficiently and accurately. There are several batch jobs available in the General Accounting area. Each of
the batch jobs has a defined purpose and should be run as required by the General Accounting Office.

The Table below lists the batch jobs that are available along with a description of the job’s function.

General Accounting Batch Jobs with Descriptions

Job Name Description

Bank Account Balance Updates the Bank Account Balance (ABAL) page with a day’s worth of

(ABAL) increases and decreases to cash, outstanding disbursements, and outstanding
deposits

Begin Day Balance Batch Increments the Application Date forward to signify the completion of a nightly
cycle

Cash and Fund Balance Sync = Synchronizes the data involved with Cash and Fund Balance tracking with data

Process recorded from document processing when a discrepancy is reported by the

System Assurance 2 report or other diagnostic report
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Job Name
Open Activity Roll Update

Open Activity Options by
Department

Populate FY Beginning
Balance

Description

Only run automatically by the Open Activity Roll and Open Activity and
Budget Roll chain jobs to load document modifications

Uses the data setup on the Open Activity Options by Department page to
make changes to Roll/Lapse Pre-Selection Detail records

Runs after an Annual Close and a running of the Ledger Engine batch job to
“ledgerize” the journal records from Annual Close

Batch jobs are processed and reviewed by navigating to the Job Manager using Page Search.

1. Inthe Secondary Navigation Panel, click Search

2. Click Page Search

3. Inthe Page Code field, enter BATRUN

4. Click Browse

5. Click the Job Manager link. The Job Manager opens in a new window

6. Inthe Job Manager Secondary Navigation Panel, click Financial

7. Click General Accounting

8. Click Batch Jobs

9. Click the desired batch job. The Job Summary or Report Summary window will display

Chain Jobs

Chain jobs are also managed using the Job Manager. The table below lists the chain jobs that handle
General Accounting annual closing processes along with a description of the job’s function.

General Accounting Chain Jobs with Descriptions

Job Name
Annual Close

Open Activity Lapse

Open Activity Roll

Open Activity and Budget
Roll

%AWFIS — Internal Use Only

Description

Facilitates movement of nominal and real account balances from an
accounting fiscal year that is being closed to the subsequent accounting fiscal
year

One of three chain jobs used in the maintenance of open activity at the close
of a year. This job closes out the activity in the old year with a referencing
document that only liquidates the activity

One of three chain jobs used in the maintenance of open activity at the close
of a year. This job can either take the open activity in the old BFY and FY
forward into the next year or accrue the activity with a document
modification

One of three chain jobs used in the maintenance of open activity at the close
of a year. This job takes the activity in the previous budget fiscal year forward
into the next year with a document modification, while also reverting and
carrying forward budget authority to cover the rolled accounting activity
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Job Name Description

Pre-Annual Close Sweep Reads a specified input ledger for accounting activity in a prior fiscal year
which should be swept out of that year and into the subsequent fiscal year
before an Annual Close is performed against the prior year. During the sweep,
the chain job creates Journal Voucher (JV) documents.

Automated Accrual Process | Creates documents for payments made in the current year with services dates
that spanned into the prior year. The prior year portion of accrued
expenditures, according to those service dates, is removed from the current
year and booked into the prior year

Automated Accrual Clearing | Creates documents for disbursements and internal cash expenditures with

Process service dates that spanned into the prior year. The prior year portion of the
cash expenditure, according to those service dates, is removed from the
current year and booked into the prior year. If there was a prior year accrual,
that is reversed.
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Appendix B

Profiles are accessed by opening the Budget Fiscal Year Stage Profile Select (BYSTPFSL) table. On this
table, users can select and view an existing profile using the View BFY Staging Profile link or create a
new profile using the Add BFY Staging Profile link.

Jump fo] BYSTPFSL ﬁuﬂ P Home  J® Personaize Q) Accessibity |5 AppHelp . About

Weilcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Training - Financial Budget Fiscal Year Staging Profile Select
Message Center Menu Back
5] Search Browse Clear
Page Search Staging Profile :
Document Catalog Staging Profile Name :
Report Search
Staging Profile Staging Profile Name
History
+ A Single Year Appropriations (Accounting Control Model A)
FoREE B Single “ear Appropriations (Accounting Control Model B)
Administration C Continuing Appropriations (A ting Control Model C)
D Multi Year Appropriations (Accounting Control Model D)
Copy  First Prev Next Last
o View BFY Staging Profile
1 " Add BFY Staging Profile

Setup Tables
The BFY Staging Profile and BFY Stage Definition tables together make up the BFY Staging Profiles in
AFIS.

The BFY Staging Profile table consists of the first three sections in the BFY Staging Profile and these
contain the information used to define the profile, stages, and document events that are controlled by
the profile.

Staging Profile Summary — Contains the summary information for the profile which includes the
unique identifier Staging Profile and the user-defined Staging Profile Name

Stage Definition — Contains the stages for the selected profile along with their descriptions

Document Events — Contains the rules that govern what activities are permissible for the selected
profile and stage combination

The BFY Stage Definition table consists of the last four sections (each section also has its own page code)
in the BFY Staging Profile: Spending, Revenue, Balance Sheet Account, and Non-Accounting. These
sections are used to view the profile assignments for all BFY Staging Profiles. If changes need to be
made, each of the stage definition tables can be accessed by clicking the links at the bottom of the page.

WAFIS Jump to; BYSTFFSL @Iﬂ @ Home: (}-’ Personalize Q@Acc‘.essil}il‘rt‘,l @Aup Help f’ About

Welcome, Student 7 Procurement | Budgeting | Accounis Receivable | Accounts Payable

Close BFY Staging Profile
« Staging Profile Menu

Stage Definition Staging Profile Summary

Document Events Save Undo Delete Insert Copy Paste  First Prev Nexd Last

Spending *staging Profile :

Revenue *Staging Profile Name : single ear Appropriation

Balance Sheet o Select Another BFY Staging Profile

Non-Accounting o fing BFY Stage Definit - Revenue BFY Stage Definiti o Balance Sheet Account BFY Stage Definions < Non- fing BFY Stage Definit
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The BFY Stage Definition tables are listed in table below.

BFY Stage Definition Tables

Page Code Table

BYSTDFSP Spending BFY Stage Definition

BYSTDFRV Revenue BFY Stage Definition

BYSTDFBS Balance Sheet Account BFY Stage Definition
BYSTDFNA Non-Accounting BFY Stage Definition

BFY Staging Profile

The first three sections that define the profile use filtering that only shows records on one section for
the selected record on a previous section. For example, the Document Events are only shown for the
selected Stage within a selected Profile.

Staging Profile Summary
The Staging Profile Summary section contains the following fields for user entry:
Stage Profile — A required unique identifier assigned to the profile
Stage Profile Name — A required text field that contains a name for the profile
Stage Definition
Each record in the Stage Definition section contains the following fields, only one requires user entry:
Stage — A system generated unique identifier for a stage within a profile
Description — A required text field that contains a name for the stage

Document Events
Each record (rule) in the Document Events section contains the following fields:

Document Code — Requires a document code from the Document Control table
Document Code Name — The name for the selected document code is inferred from the code

Event Type — Requires an event type for the document code from the Allowable Event Types for
Document Code table

Event Type Name — The event type name is inferred from the event type

AFY versus BFY — Defines the relationship of Accounting Fiscal Year and Budget Fiscal Year that will
be allowed with the document code and event type combination

=  Posting FY must be BFY — Restricted, must be the same. This is the default value
=  Posting FY must be greater than BFY — Restricted, must be greater

= Posting FY must be less than BFY — Restricted, must be less

=  Unrestricted — FY and BFY will not be evaluated for the BFY Staging rule

Referencing — Defines the referencing requirements of a document code and event type
combination. A Posting line that has a line function of Liquidation will not be evaluated against this
rule for the event type and document code being liquidated
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= Required — A reference must be made with the document code and event type
combination that has a Reference Type of “Partial”, “Final”, or “Inverse”. A
Reference Type of “Memo” will not satisfy the rule

= Not Allowed — Only a reference to a document code and event type combination
that has a Reference Type of “Memo” or no Reference Type at all will be allowed. A
Reference Type of “Partial”, “Final”, or “Inverse” will not satisfy the rule

=  Unrestricted — The reference information will not be evaluated for the BFY Staging
rule. This is the default value

Line Action — Defines the referencing requirements of a document code and event type
combination. Evaluation of this value uses the Account Type and Code Type fields for the Posting
line as shown in table below.

Posting Line Action Increase or Decrease

Code Type Account Type Debit Credit
Spending Increase Decrease
Revenue Decrease Increase
Balance Sheet Account Asset Increase Decrease
Balance Sheet Account Liability Decrease Increase
Balance Sheet Account Equity Decrease Increase
Balance Sheet Account Asset Offset Decrease Increase
None of the Above Increase Decrease

= |Increases Only — Only posting lines that are considered an increase are allowed
= Decreases Only — Only posting lines that are considered a decrease are allowed

=  Unrestricted — The line action information will not be evaluated for the BFY Staging
rule. This is the default value

Liquidation Lines — A checkbox that, if checked, indicates the staging rule will only apply to a
liguidation posting line. This box should be checked when a staging rule should only apply to
liguidation posting lines and not to non-liquidation posting lines

BFY Stage Definition

Each of the four BFY Stage Definition pages: Spending, Revenue, Balance Sheet Account, and Non-
Accounting, contain the same three sections. These pages are used to define a combination of BFY and
COA elements available for a profile assignment as well as the stage start and end dates for each stage
in the profile assignment.

Profile Assignments

The Profile Assignments section is used to assign a profile to a combination of BFY and COA elements. For
the COA elements, a value of ALL can be entered that stands for all values of the field including blank.
The following fields are available in the Profile Assignments section:

Budget FY — Valid values must be defined on the Fiscal Year table or be 9999 for a multi-year record
Fund — Requires a valid value from the Fund table, or ALL

Department — Requires a valid value from the Department table, or ALL

Appr Unit — Only on the Spending table, requires a valid value from the Appropriation table, or ALL

Revenue — Only on the Revenue table, requires a valid value from the Revenue Source table, or ALL
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BSA — Only on the Balance Sheet Account and Non-Accounting tables, requires a valid value from
the Balance Sheet Account table, or ALL
Staging Profile — The profile, to which an assignment should follow, requires a valid profile value
from the Staging Profile Summary page. The value ALL is not allowed
Staging Profile Name — A text field for the name of the profile, inferred from the Staging Profile
entered
Stages
The Stages section is used to assign starting and ending dates to each stage in a profile. Stages are not
allowed to have a gap between the end date of one stage and the start date of the following stage. AFIS
will automatically adjust the dates for prior and subsequent stages based on the data entry for the
current stage. Most of the fields in this section are inferred from the selected Profile Assignment record.
The following fields require data entry:

Stage Start Date — Defines the start date of the stage for the given profile

Stage End Date — Defines the end date of the stage for the given profile. If the stage needs to extend
indefinitely, then the date selected should be far in the future

Document Events
The Document Events section does not require any data entry. It allows users to browse the various
rules defined for the selected profile and stage.
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Appendix C

Term

Accounting Journal
Accounting Template
(ACTPL)

AFIS

Chart of Accounts (COA)
Copy Forward
Document

Document Template

Document Transaction

Event Type (ETYP)

Function (FUNC)/
Function Inference
(FUNCINF)
Intra-Agency
Inter-Agency

Journal

Posting Code (PSCD)

%AWFIS — Internal Use Only

Description

The primary record of all accounting transactions within AFIS.

A predefined set of elements that can be inferred to a document
accounting line as a soft inference, meaning accounting elements may
still be entered on a transaction that are not overwritten by elements
defined on the Accounting Template.

Stands for Arizona Financial Information System. A web-based
application for the State’s Financial Management.

An account structure to classify financial information which captures
the dimensional structure for documenting and reporting on budget
data.

Feature that enables a user to copy pertinent information from a
finalized existing document into a new Document Type whose purpose
is to reference or liquidate the source document.

A single form that collects information designed to ease data entry as
well as to consolidate pertinent information for approval and query
purposes.

A template that shares the same structure and data entry fields as a
real document, but cannot process data.

A process used to record financial information and administrative
events into AFIS, such as the intent to purchase goods from a specific
vendor.

Identifies and records the type of financial activity for an accounting
line of a document. For all accounting based documents, and certain
non-accounting documents, every accounting line must have an Event
Type. You can either enter the Event Type or use the default provided
by the system.

A predefined set of elements that can be inferred to a document
accounting line as a hard inference overwriting any existing accounting
elements and unchangeable once inferred.

A transaction that takes place within a Department it is called an Intra-
Agency transaction.

A transaction that takes place between Departments it is called an
Inter-Agency transaction.

A historical record of processed data that is stored by document in
order of processing.

A code associated with instructions that tell AFIS what debits and
credits to create against a given budget. Debits and credits post to
various Accounting Journals and ledgers (summaries of journals) for
tracking purposes and reporting.
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Appendix D

Acronym Definition
ABS Accounting Based Spending
ACTPL Accounting Template
ACTV Activity table
APD Accounting Period
BBALD Inception-to-Date (ITD) Balance Sheet Detail
BBALFY Fiscal Year (FY) Balance Sheet Details
BBALS Inception-to-Date (ITD) Balance Sheet Summary
BFY Budget Fiscal Year
BSA Balance Sheet Account
CBALDQ Cash Balance Detail Query
CBALPQ Cash Balance Pool Query
CBALSQ Cash Balance Summary Query
COA Chart of Accounts
DOBIJ Department Object table
DRSRC Department Revenue Source table
ERQ Event Requirements table
ESUM Expense Summary query page
ETYP Event Type
FBALDQ Fund Balance Detail Query
FBALSQ Fund Balance Summary Query
FUNC Function table
FUNCINF Function Inference table
FY Fiscal Year
GAO General Accounting Office
IET Internal Exchange Transaction
IETRE Residual Equity
IETWO Work Order
IETBS Balance Sheet
IETOP Operating Transfer
IETTRI Real Estate
IETAT Automated Transfer (Accounting Template) (Revenue)
IETUT Use Tax Transfers (Accounting Template) (Revenue)
IPO Internal Purchase Order
ITA Internal Transaction Agreement
ITARE Internal Transaction Agreement - Residual Equity
ITAOP Internal Transaction Agreement - Operating Transfer
ITATRI Internal Transaction Agreement - Real Estate
ITABS Internal Transaction Agreement - Balance Sheet
ITAWO Internal Transaction Agreement - Work Order
ITD Inception-to-Date
ITl Internal Transaction Initiator
ITIRE Internal Transaction Initiator - Residual Equity

%A s — Internal Use Only
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Acronym Definition

ITIOP Internal Transaction Initiator - Operating Transfer

ITITRI Internal Transaction Initiator - Real Estate

ITIBS Internal Transaction Initiator - Balance Sheet

ITIDT Internal Transaction Initiator - Department of Transportation (copy
forward to ITA)

IDIAD Internal Transaction Initiator - Department of Administration (copy
forward to ITA)

ITIWO Internal Transaction Initiator - Work Order

JBUD Budget Journal

JCASH Cash Journal

JACTG Accounting Journal

WV Journal Voucher

JVA Advanced Journal Voucher

LOC Location table

PSCD Posting Code

TASK Task table
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